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      BERKELEY COUNTY FILE:  GJ 1 

PERSONNEL 2 

PERSONAL LEAVE POLICY (SICK LEAVE) 3 

1.    General  4 

1.1.  Scope. To protect employees from financial hardship in case of an 5 
unavoidable short-term absence from work, the State law and Board policy provide 6 
you with paid sick leave.   7 

1.2. Effective Date.  July 1, 2015 2019 8 

2. Application.  9 

2.1. Regular full-time employees shall be awarded personal leave as authorized 10 
by W. Va. Code § 18A-4-10.  All full time employees shall be entitled to one 11 
and one-half (1½) days of personal leave for each employment month or 12 
major fraction thereof in the employment term which begins on July 1 of 13 
each fiscal year.  Unused leave shall be accumulated indefinitely. 14 

2.2.  Sick leave shall be granted to employees for the following: accident,  15 
sickness, death in the immediate family, or life threatening illness in the 16 
immediate family; exposure to a contagious disease and determination by 17 
his/her supervisor that the presence of the employee may jeopardize the 18 
health of others; routine dental, medical and optical appointments for the 19 
employee and dependent members of the immediate family; incapacity due 20 
to pregnancy and/or childbirth; placement for adoption or foster care (up to 21 
one year from date of placement);  and infant bonding (up to one year from 22 
date of birth). 23 

 24 
2.3. For the purposes of this policy only, immediate family is defined to 25 

include: spouse, parent, child, stepparent, stepchild, in-law, grandparent, 26 
grandchild, legal guardian or any person residing within the household of 27 
the employee.  (Sick leave may also be  granted for serious illness or death 28 
of other persons who have a close relationship to an employee.  This leave 29 
must be approved by the Department of Human Resources).    30 

 31 
3. Responsible use of sick leave is important in to the effective and efficient operation 32 

of Berkeley County Schools. When employees are absent, the ability of the District 33 
to provide high quality instruction to its students is often compromised. The District 34 
recognizes that illness is unavoidable and that there may be times when 35 
employees are unable to attend work; however, the District expects employees to 36 
use the personal leave benefit with discretion. 37 

 38 
 39 
 40 
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4. Requirement of a Physician’s Excuse 41 

4.1 Whenever any employee uses paid leave for cause due to accident or 42 
sickness for five or more consecutive working days or for ten or more 43 
working days total within any single school year, the employee shall, upon 44 
his/her return to work, submit a written verification from his/her attending 45 
physician setting forth ALL of the following:  46 
4.1.1 the date on which the illness or injury began,  47 
4.1.2  the date on which the employee was examined and/or treated by the 48 

physician in connection with the illness or injury, and  49 
4.1.3 a statement that the employee is fit to return to work without 50 

restrictions. 51 
 52 

4.2 Whenever any employee uses paid leave for cause due to a life threatening 53 
illness of the employee's spouse, parents or child for five or more 54 
consecutive working days or for ten or more working days total within any 55 
single school year, the employee shall, upon his/her return to work, submit 56 
a written verification from the appropriate attending physician setting forth 57 
ALL of the following:  58 
4.2.1 an affirmation of the life-threatening nature of the illness and 59 
4.2.2 the date on which the life-threatening illness or injury began. 60 
 61 

4.3 Additionally, a physician's excuse may be requested by the immediate 62 
supervisor at his or her discretion for reasons including patterns of sick 63 
leave taken unnecessarily by the employee or suspected abuse of the sick 64 
leave policy. 65 

 66 
4.4 The Board reserves the right at any time to have a physician of its choice to 67 

examine an employee requesting sick leave at the Board’s expense.   68 
 69 

5. Any employee who is willfully absent from his/her duties without some form of 70 
approved leave shall be subject to disciplinary action, up to and including 71 
termination of his/her employment contract. Employees who make excessive use 72 
of paid leave and/or who demonstrate a suspicious pattern of using paid leave 73 
shall be subject to investigation. An employee who is found to have improperly 74 
exercised paid or unpaid leave shall be subject to disciplinary action, up to and 75 
including termination of his/her employment. 76 

6. See Berkeley County File:  GI for information regarding the exercise of leave by 77 
employees under the Family & Medical Leave Act. 78 

7. Employees who take sick leave are expected to devote their full attention to 79 
recuperation and return to work at the earliest possible date.  Alternative 80 
employment or self-employment activities are prohibited while taking leave and will 81 
be subject to disciplinary action, up to and including termination of employment.  82 
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Please see Outside Employment Policy, Berkeley County File GAGA regarding 83 
holding alternative/outside employment.    84 

   85 
8. Personal Leave Without Cause 86 

8.1 Each regular, full time employee shall be permitted three four days of leave 87 
annually that may be taken without regard to the cause of the absence.  88 
Paid leave without cause may not be used on consecutive work day unless 89 
authorized or approved by the employee’s principal, immediate supervisor, 90 
or Superintendent (or designee).  Leave without cause shall be cumulative 91 
to a maximum of five days.   Personal leave without cause not used or 92 
accumulated will be automatically transferred to sick leave at the end of the 93 
fiscal year.     94 

 8.2 Such leave shall not be used in connection with a strike or concerted work 95 
  stoppage.   96 

8.3 Notice of personal leave without cause shall be provided to the employee’s 97 
principal or immediate supervisor at least 24 hours in advance, except that 98 
in the case of sudden and unexpected circumstances, such notice may be 99 
given as soon as reasonably practicable.   100 

8.4 Use of personal leave without cause may be denied if either 15 percent of 101 
the employees or three employees, whichever is greater, under the 102 
supervision of the principal or immediate supervisor, have previously 103 
notified the principal or immediate supervisor of their intention to use such 104 
leave.   105 

8.5 Employees must confirm the approval of their principal, immediate 106 
supervisor, or Superintendent (or designee) prior to entering a leave day 107 
without regard to cause into the any computer-based substitute calling 108 
system. 109 

8.6 The Board of Education shall comply with the requirement of W. Va. Code 110 
§18A-4-10, as amended, with regard to employee’s use of paid leave 111 
without regard to case. 112 

9. The minimum charge against sick leave or personal leave without cause shall be 113 
one-half (1/2) day and additional leave shall be charged in multiples thereof.    114 
Employees must timely report their absences to the computer-based substitute 115 
calling system and immediate supervisor.   116 

 117 
10. When an employee separates from employment with the Berkeley County Board 118 

of Education, all sick leave credited shall be recorded or transferred as of the last 119 
working day.  120 

 121 
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11. If an employee is awarded workers’ compensation benefits, such employee shall 122 
receive leave compensation only to the extent such compensation is required, 123 
when added to the workers’ compensation benefit, to equal the amount of 124 
compensation regularly paid such employee.  If personal leave compensation 125 
equal to the employee’s regular pay is paid prior to the award of the workers’ 126 
compensation benefit, such amount which, when added to the benefit, is in excess 127 
of the employee’s regular pay shall be deducted from the employee’s subsequent 128 
pay.  The employee’s accrued personal leave days shall be charged only for such 129 
days as equal the amount of personal leave compensation required to compensate 130 
the employee at the employee’s regular rate of pay.   131 

 132 
12. If an employee should use personal leave that the employee has not yet 133 

accumulated and subsequently separates from employment with the Berkeley 134 
County Board of Education, the employee shall be required to reimburse the Board 135 
for the salary or wages paid to him/her for such non-accumulated leave.   136 

 137 
13. Absence Without Pay (Dock Days) 138 
 139 
 Employees shall not be absent from their assigned duties beyond their accrued 140 

paid leave days except as specifically authorized by the Superintendent (or 141 
designee).  Absence without pay may be necessary in emergency or extraordinary 142 
situations.   The Board will allow absence without pay subject to the following 143 
restrictions:  144 

 145 
 13.1 Up to ten days cumulative in a fiscal year, as authorized by the 146 

Superintendent (or designee) for short-term personal illness, death in the 147 
immediate family or other emergency (e.g. house fire, victim of a crime).   148 

 149 
13.2 The employee must notify Superintendent (or designee) at least 24 hours 150 

in advance or as soon as practicable in cases of emergency. 151 
 152 

13.3 Violations of this dock days policy shall constitute insubordination and/or 153 
willful neglect of duty within the meaning of W. Va. Code §18A-2-8. 154 
Employees violating this policy are subject to disciplinary action up to and 155 
including unpaid suspensions and termination of employment. 156 

 157 
14.  False or Misleading Information 158 
 159 

Any employee who uses or seeks to use paid or unpaid leave time and submits 160 
false or misleading information in connection therewith shall be subject to 161 
disciplinary action up to and including the unpaid suspension and/or termination of 162 
his/her employment. 163 
 164 
 165 
 166 
 167 
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15.  Paid Leave for Service Substitute Employees 168 
 169 

Service substitutes may earn paid leave in accordance with WV Code §18A-4-15, 170 
as amended. 171 
 172 

16.  Paid Leave Records and Request for Information about Paid Leave 173 
 174 

Records of accumulated paid leave days will be kept by the payroll department 175 
documented on individual pay stubs. Requests for an accounting of one’s own 176 
accumulated paid leave days must be made in writing to the payroll department.  177 
 178 

17.  Repayment of Leave Benefit 179 
 180 

17.1 When an employee or former employee has exercised paid leave which 181 
he/she has not yet earned by his/her service to the Board, the Board 182 
authorizes the Administration to pursue all reasonable legal remedies to 183 
recoup the value of the employee’s use of said unearned leave.  184 

 185 
17.2 For example, if an employee were to use an entire year’s worth of paid leave 186 

in September and then quit working for the Board in November, the 187 
Administration would be authorized to pursue the recoupment of the value 188 
of that unearned leave time. 189 

 190 
 191 
Adoption Date: June 18, 2012; 06/15/2015; 08/XX/19 192 
 193 
 194 


