Draft 6/11/24
PERSONNEL	Y03.2236
‑ Classified Personnel ‑
Emergency Leave
Number of Days
Full‑time employees areshall not be granted emergency leave with pay in excess of three (3) days per year.
Full time employees shall be entitled to two (2) days of emergency leave for each death in the immediate family.
Emergency leave must be taken in no less than one-half (½) day increments (rounded to the nearest one-half (½) or whole day).
Consistent with the following provisions, personnel may also use up to three (3) sick leave days per year for emergency leave.
Reasons
Emergency leave shall be for the following reasons:
· Death of a relative or personal friend
· Personal disasters of the magnitude of tornadoes, fires, floods, etc., but not applying to cases covered by sick leave.
· Hazardous travel conditions
· Appearances as a witness or to produce documents for court- or legal-related reasons when the employee's presence is required by subpoena. This is not to include appearances in actions in which the employee is a party and the subpoena is obtained by or on behalf of the employee. This also does not include jury duty. (See Policy 03.2237.)
· Urgent matters which require the immediate attention of the employee and cannot be taken care of before or after the employee's working day.
Request for Leave
Emergency leave must be requested through the employee's immediate supervisor who will determine if the leave requested meets the Board's criteria.
Statement
Employees taking emergency leave may be required, at the Executive Director’s request, to file a personal statement upon their return to work stating the specific reasons for their absence.
Accumulation
Unused emergency leave days will not accumulate from year to year.
References:
KRS 161.152; KRS 161.155
OAG 72‑348; OAG 74-770; OAG 76‑427
Related Policies:
03.2232; 03.2237
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