Exhibit M M

[RULE 4270
PERSONNEL: Classified

Absences
1. Academic Purposes

The employee is required to submit one (1) week prior noificato the
appropriate administrator, in writing, explaining the reason for tiserace. This
explanation will be coded on the payroll report.

2. Personal lliness

a. Sick leave is a benefit provided to employees to protect againkishef
income in the event of illness or non-work related injury.

The appropriate use of sick leave is essential to meetingcee@ing the
established employee attendance standard (EAS) approved by the
Superintendent. Regular attendance at work has a profound and positive
affect on student achievement, on the maintenance of a safe amy orde
learning environment and on the effective and efficient operation of the
school system. The Employee Attendance Monitoring Program supports
the employee attendance standard and provides standards and procedures
for the monitoring of absences which are reported as being due to persona
or family illness.

b. Using procedures in the Employee Attendance Monitoring Program

The appropriate administrator will review the employee’s ussolifleave.

The appropriate administrator will discuss the review with émployee

and shall provide the employee with a written notice of the reviswvder

the standards in the Employee Attendance Monitoring Progranmeif t
absences continue, the appropriate administrator will require theyse

to submit written certification by a physician confirming tmecessity for
absences due to illness. The Superintendent or the Superintendent's
designee may also require the employee to have an independentlmedica
examination with a Board-designated physician. If undocumented or
excessive absences continue, appropriate disciplinary action, up to and
including termination, will be taken.
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When an employee whose absence is due to injury or illness and the
absence is for ten (10) consecutive days or more, the absencbewill
reported on the appropriate form to the Integrated Disabilipnaddement
Program. The absence will be reported by the site-based liaistime or
employee's supervisor.

The employee is required to submit, to the Integrated Disability
Management Program, a disability slip or letter from an apprepriat
healthcare provider documenting the reason for absence. The
documentation must include the diagnosis, an expected length of absence,
and a return to work date. The Board of Education reserves the right to
designate the use of paid sick leave that meets the requireofetiis
Family Medical Leave Act (FMLA) as FMLA Leave and will beplied to

the 12 weeks of FMA leave for eligible employees during a one-year
period.

Failure to submit the required documentation may result in the
discontinuation of sick leave benefits. Benefits may be reinstated the
documentation is received and reviewed by the Integrated Digabilit
Management Program.

When appropriate documentation is received it may be determindeeb
Risk Manager that additional contact or referral to Medical eCas
Management is necessary. The Integrated Disability Managdmnegitam

will obtain consent for the release of additional medical infélonaand
may require appropriate medical evaluations to be conducted by d-Boar
approved healthcare provider. All medical information will be maneti

in accordance with applicable federal, state, or local laws and regulations.

A medical release to return to work is required from an apptepria
healthcare provider before an employee may return to work. Tieases!
form needs to be sent to the Integrated Disability Management Program.

A "Transitional Duty" program which meets the employee's docledent
medical restrictions is offered to employees whenever possibe. A
appropriate healthcare provider must document all medical restact
Transitional duty is a temporary assignment for less thare threnths
except in the case when medical case management has recomrtieatde
transitional duty be continued. Transitional duty is not available to



[RULE 4270

employees who have reached maximum medical improvement or for whom
reasonable assurance has been received from an appropriate healthcar
provider that the employee will not be able to return to his/lereit
position. Transitional duty will be coordinated and monitored by the
Integrated Disability Management Program in cooperation witdiksised
administration.

An employee may not use sick leave to postpone a disabilitymetint
consistent with the requirements of sick leave bank outlined iMdster
Agreements. Sick leave benefits will terminate if conditiores met for
approval of disability retirement, and a physician has given reasonabl
assurance that the employee will not be able to return to histineent
position.

An employee who has received approval for a medical retirefr@ntthe
Maryland State Retirement and Pension System, or been approved for
disability benefits by the Social Security Administrationotiter disability

plan, will have sick leave benefits terminated consistent \wehfallowing

sick leave bank procedures:

o If the decision of the Medical Review Board is received by the
BCPS Retirement Coordinator from the 1st through the 20th of the
month, sick leave will terminate on the last day of that month.

o If the decision of the Medical Review Board is received by the
BCPS Retirement Coordinator from the 21st through the last day of
the month, sick leave will terminate on the last day of the fatigw
month.

An employee who has received approval for medical retirement the
County Retirement System will have sick leave benefits teteidna
consistent with the determined effective date.

Procedures to separate the employee from the Board of Educalidoe wi
carried out by the Department of Human Resources and witlitieted on
the date benefits are terminated.

Employees who are in the Integrated Disability Managemesgr&m or
who are using sick leave bank at the end of the school year widiriteas
letter concerning their intention to return for the upcoming school. year
Integrated Disability Management personnel will send the letter.
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The procedures for the management of sick leave usage cautiéy the
Integrated Disability Management program will be incorporate@ int
training programs for administrative, supervisory, and other appropriate
personnel.

Consistent with sick leave bank procedures, in no case will dmtirgy of
sick leave benefits cause an employee to receive more tkaar Her
annual salary.

When an employee is granted a leave of absence requiring Board action, the
accumulated sick leave days are held in abeyance until hefshasr to

duty. Upon return to duty, the employee will be granted sick leave days
according to the policies in effect but will not lose his/her ealeegith of
service for accumulation purposes. The Board of Education reserves the
right to designate paid and unpaid leaves which meet the requirenfients
the Family Medical Leave Act (FMLA) as FMLA leave andMaié applied

to the 12 weeks of FMLA leave for eligible employees within a-yea
period. The designation of FMLA leave will be the responsibilitythaf
Department of Human Resources.

In the event that an employee does not have accrued sick leaveatappli

shall be made to the Department of Human Resources for an apfaopr
leave of absence. An employee who has exhausted ten consecutive days
beyond accrued paid leave time is considered to have no employatast st
unless he/she has applied for appropriate leave and has been granted such
leave. (Refer to Rule 4152 Professional)

Refer to appropriate Master Agreement for information on cumalaick
leave and on procedures for notification of absences. Employees must
adhere to the procedures on notification that apply to their respective unit.

Family lllness

An employee is required to submit, to the appropriate admimstrahe
appropriate form or letter, stating the exact relationship of ltheslative, the
nature of the iliness, and the necessity for assisting theitilmar of the family. If
it is known that the employee will be absent for ten (10) orendays, the
employee will be directed to complete an application for laawaer the Family
Medical Leave Act of 1993 (FMLA) and submit it to the Departm@nHuman
Resources. Family illness leave is a subset of an employie&’'seave and will
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be reviewed as part of the Employee Attendance Monitoring Progrédua ifse of
family illness is not designated and applied to FMLA.

Bereavement

An employee is required, to submit to the appropriate admitustealetter stating
the relationship, the date of death, the date of the funeral, andiéiseoflabsence.
This explanation will be forwarded with the payroll report.

Legal Commitments and Transactions

An employee is required to submit, to the appropriate admimstrat letter
explaining the reason for the summons of the court. This explanatibrbevi
forwarded with the payroll report.

Religious Observance

An employee is required to submit one (1) week in advance, topgirepaiate
administrator, a letter stating his/her intent to be absentdutyaday to observe a
religious holiday. This explanation will be forwarded with the payroll report.

Urgent Personal Business

When any one day of this leave is used during any year, an eraplt@apeuse the
day by submitting twenty-four (24) hours in advance to the appropriate
administrator a letter or card stating the reason or indigatie request is for
“urgent personal business.” The appropriate administrator may makpten to

the twenty-four (24) hour requirement in case of a demonstrated needis€ of

the reason “urgent personal business” leave may, at the emplayserstion,
occur on the first, second or third occasion of the use of persosiakbs leave.

To qualify for the use of the other two (2) days of such leave,ripdogee must
state the reason for such leave in advance to the appropriate administrator.

Each supervisory/technical (Unit 1ll) employee shall be lewtito up to three (3)
days per year for urgent personal business leave. A written request for the intended
absence shall be submitted to the principal (or other appropdatenistrator) at
least twenty-four (24) hours prior to the expected absence. Noispecison for
such leave shall be required or solicited for the first two (23.ddrgent personal
business leave, if granted, must be used only to conduct personal boiargs
nature that cannot be scheduled on any non-duty day. The approval of the
appropriate administrator/office head shall be required for thd tiay. Urgent
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personal business leave may not be used on consecutive duty daysvaktept
permission of the principal or other appropriate administrator.

Also see Master Agreement between Council 67/Local 434 of AFS@YE,CIO and

the Board of Education and Master Agreement between BACE/TA&E&Qhe Board of
Education.

Rule Superintendent of Schools
Approved: 8/29/68

Revised: 9/8/77
Revised: 7/1/82
Revised: 7/8/03
Revised: 9/7/05]



