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Attendance Expectations 
 

The District expects reliable and timely attendance by all employees. While there are legitimate 
reasons for employees to be absent, excessive absenteeism impacts students, safety, and other 
employees, and impedes the district in accomplishing its mission. 
 

Attendance expectations include: 

 

1. Employees are expected to come to work regularly and as scheduled, missing no more than 
one day per month worked, on average over the year, except as follows. In measuring 
unacceptable attendance, the district does not use these leaves: bereavement, legally 
protected leaves such as state or federal Family Medical Leaves (OFLA/FMLA), jury duty, 
workers’ compensation (on-the-job injury), vacation, military leave, parental and other 
unpaid leaves provided in collective bargaining agreements.1 

2. Employees may take district-authorized leaves only. An employee may not take an unpaid 
day off without the advanced written approval of his or her supervisor and Human 
Resources director or designee. Failing to return from leave will be treated as job 
abandonment. 

3. Employees will use leave time for the intended purpose of that leave. 

4. For each leave type, employees are expected to follow the appropriate procedures for 
taking the leave. Except for vacation, any absence longer than five work days must be 
requested and approved by the director of Human Resources or designee. 

5. Employees will accurately report their absences. 
 

Not meeting these expectations will subject the employee to disciplinary or other corrective 
personnel action, up to and including termination. Nothing in this policy is intended to waive 
the just cause provisions in any collective bargaining agreement. 
 

Type of Leave Notice Expectation2 

Sick Leave Notify immediate supervisor as soon as practicable.  
The general expectation is at least 30 minutes prior 
to start of scheduled shift.  If the leave is 
foreseeable, notice to the supervisor should be at 
least 10 days prior to the date the leave is to begin or 
as soon as otherwise practicable.   

Personal Days  Schedule with immediate supervisor at least 24 
hours in advance unless emergency in nature.  
Supervisor must have advance approval from the 
Human Resources Director or designee if the day is 
adjacent to a holiday or break. 

Family Illness Days (MAPS) Notify immediate supervisor at least 30 minutes 
prior to start of scheduled shift.  Can only be used to 
care for an immediate family member when they are 
sick. 

                                                
1 Teacher released days provided by contract (i.e. elementary leadership days, SSD IEP release days, etc.) are also 
not included in determining excessive absences. 
2 “Notify” means you will directly contact your supervisor by email, text, phone or other method specified by your 
supervisor. 
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Unpaid Day Must have written approval from the Human 
Resources Director or designee prior to the use of 
unpaid day. 
 
Requests must be submitted no less than 48 hours 
before a known absence.  If the unpaid day is related 
to an illness the request must be sent within three 
work days upon return to work. 
  
To request an unpaid day an employee must 
complete a Leave Request for Unpaid Days form.  
The form can be found on the district website at 
https://www.4j.lane.edu/hr/loa/. 

 

Vacation (12 month employees) Schedule with and obtain approval from immediate 
supervisor at least three weeks in advance. 

OFLA/FMLA 
(unpaid but may be able to use some of the 
accrued paid leave listed above) 

Complete and submit a leave request with the 
Human Resources Department.   
 
For a foreseeable leave, submit a leave request to HR 
at least 30 days in advance, or as soon as practicable. 

- or - 
For an unforeseeable leave, notify your immediate 
supervisor as soon as practicable and no later than 
24 hours of an unforeseeable leave and complete a 
leave request with HR no later than three days after 
the unforeseeable leave has started. 

Jury Duty Notify immediate supervisor as soon as you receive 
the request to serve and on each day of service.  

Bereavement Leave For an unforeseeable leave, notify immediate 
supervisor as soon as possible, but no later than 24 
hours after start of leave.  Must complete a leave 
request with the HR department within three days of 
return to work. 
 
For a foreseeable leave, notify immediate supervisor 
at least 30 days prior to leave, or as soon as 
practicable.  Must complete a leave request with the 
HR department at least 30 days prior to leave, or as 
soon as practicable. 

Discretionary Leave (MAPS) All notification requirements for each type of leave 
apply depending if the leave is used for sick, family 
leave or personal leave.  Follow the applicable notice 
requirements listed above.    

 

https://www.4j.lane.edu/hr/loa/

