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	The work effort (performance of duty) requirements of employees in the collective bargaining unit are controlled by statute, the terms of the negotiations agreement, grievance and arbitration outcomes and employment contract of each employee as derived from signed contracts, or the employee acceptance of the terms of employment as found in official action of the Board.

With reference to the Negotiations Agreement, the annual base salary stated in Appendix A is to be met with performance of duty for the number of hours and days found in the negotiated agreement.  The work days on which duty is to be performed are set by the Board and are stated in the tentative school calendar adopted.  For each such work day, the Board and administration, in the exercise of its management prerogatives, prescribe the times for the beginning and ending of the work day for each employee.  The contractual obligation prescribed for a full-time employee then is to render service and be present for duty on such days, at such times, and for such service as the Board and administration prescribes; subject to law, negotiated contract, arbitration awards, or administrative practice which provide some exceptions.  Exceptions due to any personal absence of any duration, from performing the regularly assigned duty or service, must be accounted for by one of the following:

A.
Certain military leaves of absence

B.
Sabbatical leave of absence

C.
Section 1154a of School Code (commonly referred to as "sick leave")

D.
Section 1154b - Death in immediate family

E.
Section 1154c - Death of certain near relative

F.
Section 1153 - "Sick leave" or other leave, with or without pay, as 
authorized and managed by the Board

G.
Specific Board or Superintendent assignments to attend conference 
or special meeting

H.
Personal leave with pay as provided in the Negotiations Agreement 


I.
Personal leave without pay as provided in the Negotiations Agreement 

J.
Leave without pay as the Board may authorize
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	K.
Absence as provided in the resolution of Grievance 21A (early dismissal) and B (late opening) relating to schools having shortened sessions due to adverse weather, etc.

L.
Absence established by past practice as when teachers leave early at the close of the last day of school in a week (Friday) or prior to holidays falling within the school term; not to exceed 15 minutes.

For all absences except a, b, k, and I, the accounting of absences will be accomplished by utilizing procedures established by the administration.  Every employee will be given  directions on the process which is to be used to record all absences.

All absences must be entered according to the established procedures.  Personal day absences and other assigned duties need prior approval by the building principal.  Once all absences are posted, the business office processes and records the absences based on the reason given.

If the absence is for less than a full day, the time of arrival and departure must be recorded property in the program for the purpose of pro-rating the leave time against the seven (7) hours of duty required for a full day, except for personal leave which can only be used in full day or half (½ ) day, i.e. three and a half (3 ½) hours of duty time, as per the September, 18, 1977 letter.

Deviations from the standard school or building workday not occurring on a regular basis, and occurring at the beginning or ending of the day, which result in absence from part of the standard school or building workday, when coupled with compensatory time, use of leave, or loss of pay according to guidelines following, are hereinafter referred to as "occasional part-day absence".

Principals are not authorized to grant deviations from the standard work day with reference to the amount of time that the employee renders service, but only as to when the service is performed according to the guidelines which follow.

In any case of deviation from the standard school or building work day for employees, a record must be established by the employee's signing in and signing out on each occurrence of "occasional part-day absence".

MANAGEMENT OF OCCASIONAL PART-DAY ABSENCE

A.
Such absence from duty as a result of occasional part-day absence shall be met by the employee with compensatory time for absence of 30 minutes per day or less when the absence occurs at the beginning or end of the employee's day.  Part-day absence may also be met at the discretion of the employee with loss of pay or the use of leave time according to the existing negotiated agreement and any letter of understanding thereto.  Such absences and compensatory time shall  be as arranged between the principal and the employee and said compensatory time to be performed after receipt of the request.  Service during compensatory time shall consist of those duties and responsibilities which may normally be assigned to the employee during the employee's regular work day.  Such compensatory time shall be made up at the earliest possible time agreeable to both the principal and the employee, but in no case shall this time period exceed ten (10) working days, unless agreed to by the principal and the employee.
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	B.
Absence of more than 30 minutes would have to be accounted for under one of the absence classifications itemized elsewhere, and not by compensatory time unless, if for more than 30 minutes, it is approved by the Superintendent.  Such approvals on the part of the Superintendent shall not be precedent setting.

C.
Not to be granted if it would permit absence of a teacher from a regularly assigned duty that involves instruction of students or supervision of students unless such supervision is otherwise arranged for in a manner which meets with the approval of the principal and does not result in additional cost to the District.

D.
Are to be considered on a case-by-case, day-by-day basis.

E.
Are to be requested at the earliest possible time.

F.
Shall not be excessive in number so as to bring into question the attention and concern to duty and quality of performance expected of professional employees, or the capability of the employee to give the time and effort needed to render the service contractually required.

G.
"Occasional part-day absence" to be met by compensatory time will not be granted if it precludes attendance to meetings called by, or under the direction of the principal if at least one day's notice is given by the principal; unless, at the principal's discretion, attendance may not be necessary.  When a meeting for the employee is called that will be held at the same time that the employee will be absent, the employee shall inform the principal of the conflict at the earliest possible time.

H.
Such other reasonable guidelines as the principal may establish to protect the integrity, guard against disruption, and that would not inhibit progress and development, of the operations and educational program of the school.

I.
The above guidelines shall be generally consistent throughout the District.
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