
 

 

 

 

HOLIDAYS, VACATIONS AND LEAVES 
 
Holidays 
 
The TCS calendar reflects any and all holidays observed by the School.  The following holidays 
are generally observed by public entities, including public schools: 
 
 • New Year’s Day 
 • Martin Luther King Jr. Birthday 
 • President’s Day 
 • Memorial Day 

• Independence Day 
• Labor Day  

 • Veteran’s Day 
 • Thanksgiving 
 • Friday after Thanksgiving 
 • Day before Christmas 
 • Christmas Day  
 
Other days during the school year, such as days during the School’s calendared breaks, shall not 
be paid time for nonexempt employees in active status. Recognized religious holidays may be 
taken off by an employee whose religion requires observance of the particular day. Employees 
must request the day off in advance by written notice to the Executive Director. The employee will 
be paid if the religious holiday is taken as an earned paid leave day (i.e. vacation, personal necessity 
day, etc., as applicable). The employee will not be paid if the religious holiday is taken as a 
personal leave of absence day.  Employees on any leave of absence do not earn holiday pay.  
 
Vacation 
 
While the School recognizes the importance of vacation time as a period of rest and rejuvenation 
away from the job, vacations must be scheduled with due consideration for “peak traffic periods” 
in the school.  With this in mind, it is expected that vacation time will be taken when school is not 
in session.   
 
Regular full-time administrative and classified employees are entitled to vacation terms based 
upon date of hire, length of service and status with the School.  Full-time classified employees 
shall accrue ten (10) days of paid vacation each year, beginning after six (6) months of service.  
Paid vacation time for administrators will be established in the administrator’s employment 
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contract.  Employees working on part-time basis (less than full-time) and teachers/program 
specialists shall not earn vacation days.  
 
Any vacation time taken during the school year or otherwise should be coordinated and cleared by 
the Executive Director subject to scheduling and seniority.  No vacation time may be taken by 
clerical staff during the last two (2) weeks of August unless specifically authorized by the 
Executive Director. 
 
For clerical employees, vacation days should be taken when school is not in session, preferably 
between July 1 to August 15.  Vacation time is figured on a school year beginning with the opening 
of school rather than on a fiscal year. 
 
Vacation time may not be utilized before it is earned.  An employee whose employment terminates 
will be paid for accrued unused vacation days.  Vacation can accrue up to a maximum of twenty 
(20) days of pay.  Once this cap is reached, no further vacation will accrue until some vacation is 
used.  When some vacation is used, vacation compensation will begin to accrue again.  There is 
no retroactive grant of vacation compensation for the period of time the accrued vacation 
compensation was at the cap. 
 
Unpaid Leave of Absence 
 
TCS recognizes that special situations may arise where an employee must leave his or her job 
temporarily. At its discretion, the School may grant employees leaves of absence.  Any unpaid 
leave of absence must be approved in advance by the School. 
   
The granting of a leave of absence always presumes the employee will return to active work by a 
designated date or within a specific period. 
    
During a Family and Medical Leave Act, California Family Rights Act leave, and/or Pregnancy 
Disability Leave, the employee’s medical and dental benefits will remain in force, provided the 
employee pays the appropriate premiums.   Otherwise, benefits are terminated the month any other 
type of leave begins.  If an employee fails to return from a leave and is subsequently terminated, 
the employee is entitled to all earned but unused vacation pay, provided that the vacation pay was 
earned prior to the commencement of leave.  No vacation time is accrued during any type of unpaid 
leave of absence.  
 
Sick Leave 
 
To help prevent loss of earnings that may be caused by accident or illness, or by other emergencies, 
the School offers paid sick leave to its employees. Sick leave may be taken to receive preventive 
care (including annual physicals or flu shots) or to diagnose, treat, or care for an existing health 
condition.  Employees may also use sick leave to assist a family member (i.e., children, parents, 
spouses/domestic partners, grandparents, grandchildren, or siblings) who must receive 
preventative care or a diagnosis, treatment, or care for an existing health condition.  Employees 
may also take paid sick leave to receive medical care or other assistance to address instances of 
domestic violence, sexual assault, or stalking.   



 
Paid sick leave is available to all School employees who work at least thirty (30) days within the 
span of a single calendar year from the commencement of employment.  All eligible full-time 
employees shall be credited with eighty (80) hours of sick leave at the beginning of each work 
year.  All eligible part-time employees shall be credited with twenty-four (24) hours of sick leave 
at the beginning of each work year.   
 
New employees cannot use paid sick leave until the ninetieth (90th) calendar day following the 
employee’s start date.  Sick leave must be taken by eligible employees in increments of two (2) 
hours.  Accrued sick leave carries over from year to year up to a cap of 160 hours. However, the 
School does not pay employees in lieu of unused sick leave. 
 
If an employee is absent longer than three (3) days due to illness, medical evidence of their illness 
and/or medical certification of their fitness to return to work satisfactory to the School may be 
required. The School will not tolerate abuse or misuse of the sick leave privilege.    If the School 
suspects abuse of sick leave, the School may require a medical certification from an employee 
verifying the employee’s absence. 
 
Once an employee has exhausted sick leave, the employee may continue on an unpaid medical 
leave depending upon the facts and circumstances of the employee’s basis for leave beyond 
accrued sick leave.  Employee requests for unpaid medical leave must be approved in advance by 
the School. 
 
Personal Necessity Leave 
 
Full-time employees who do not receive vacation (e.g., teachers, program specialists, etc.) may 
use up to forty (40) hours of sick leave in cases of personal necessity upon prior approval each 
work year.  Personal necessity is defined as any of the following: 
 

• Death or serious illness of a member of an employee’s immediate family (this is in 
addition to Bereavement Leave); 

• Accident involving an employee’s person or property, or the person or property of a 
member of an employee’s immediate family;  

• Appearance in court as a litigant, or as a witness under official order; 
• Adoption of a child; 
• The birth of a child making it necessary for an employee who is the parent of the child 

to be absent from their position during the work hours; and  
• Business matters which cannot reasonably be conducted outside the workday.  

 
Employees must request personal necessity leave at least one (1) week in advance unless an 
emergency situation occurs.  Approval shall be at the discretion of the School and shall not serve 
as precedent for any other request.  Personal necessity leave is not vacation, does not carry over 
from year to year, and is not paid out upon separation from employment.  Verification of personal 
necessity leave may be required upon return to work.   
 
Family Care and Medical Leave  



 
This policy explains how the School complies with the federal Family and Medical Leave Act 
(“FMLA”) and the California Family Rights Act (“CFRA”), both of which require the School to 
permit each eligible employee to take up to twelve (12) workweeks (or twenty-six (26) workweeks 
where indicated) of FMLA leave in any twelve (12) month period for the purposes enumerated 
below.  For purposes of this policy, all leave taken under FMLA or CFRA will be referred to as 
“FMLA leave.” 
 
• Employee Eligibility Criteria  
 

To be eligible for FMLA leave, the employee must have been employed by the School for 
a total of at least twelve (12) months, worked at least 1,250 hours during the twelve (12) 
month period immediately preceding commencement of the FMLA leave, and work at a 
location where the School has at least fifty (50) employees within seventy-five (75) miles, 
(except for purposes of baby-bonding where the threshold is twenty (20) employees). 

 
• Events That May Entitle an Employee To FMLA Leave  
       

The twelve (12) week (or twenty-six (26) workweeks where indicated) FMLA allowance 
includes any time taken (with or without pay) for any of the following reasons: 

 
1. To care for the employee’s newborn child or a child placed with the employee for 

adoption or foster care.  Leaves for this purpose must conclude twelve (12) months 
after the birth, adoption, or placement.  If both parents are employed by the School, 
they will be entitled to a combined total of twelve (12) weeks of leave for this 
purpose. 

 
2. Because of the employee’s own serious health condition (including a serious health 

condition resulting from an on-the-job illness or injury) that makes the employee 
unable to perform any one or more of the essential functions of his or her job (other 
than a disability caused by pregnancy, childbirth, or related medical conditions, 
which is covered by the School’s separate pregnancy disability policy). 

 
a. A “serious health condition” is an illness, injury (including, but not limited to, 

on-the-job injuries), impairment, or physical or mental condition of the 
employee or a child, parent, or spouse of the employee that involves either 
inpatient care or continuing treatment, including, but not limited to, treatment 
for substance abuse. 

 
b. “Inpatient care” means a stay in a hospital, hospice, or residential health care 

facility, any subsequent treatment in connection with such inpatient care, or any 
period of incapacity.  A person is considered an “inpatient” when a health care 
facility formally admits him/her to the facility with the expectation that he/she 
will remain at least overnight and occupy a bed, even if it later develops that 
such person can be discharged or transferred to another facility and does not 
actually remain overnight. 



 
c. “Incapacity” means the inability to work, attend school, or perform other 

regular daily activities due to a serious health condition, its treatment, or the 
recovery that it requires. 

 
d. “Continuing treatment” means ongoing medical treatment or supervision by a 

health care provider. 
 
3. To care for a spouse, domestic partner, child, or parent with a serious health 

condition or military service-related injury. When an employee is providing care to 
a spouse, son, daughter, parent, or next of kin who is a covered Armed Forces 
servicemember with a serious injury or illness, the employee may take a maximum 
of twenty-six (26) weeks of FMLA leave in a single twelve (12) month period to 
provide said care. 

 
4. For any “qualifying exigency” because the employee is the spouse, son, daughter, 

or parent of an individual on active military duty, or an individual notified of an 
impending call or order to active duty, in the Armed Forces. 

 
• Amount of FMLA Leave Which May Be Taken  
 

1. FMLA leave can be taken in one (1) or more periods, but may not exceed twelve 
(12) workweeks total for any purpose in any twelve (12) month period, as described 
below, for any one, or combination of the above-described situations.  “Twelve 
workweeks” means the equivalent of twelve (12) of the employee’s normally 
scheduled workweeks.  For a full-time employee who works five (5) eight-hour 
days per week, “twelve workweeks” means sixty (60) working and/or paid eight 
(8) hour days. 

 
2. In addition to the twelve (12) workweeks of FMLA leave that may be taken, an 

employee who is the spouse, son, daughter, parent, or next of kin of a covered 
Armed Forces servicemember shall also be entitled to a total of twenty-six (26) 
workweeks of FMLA leave during a twelve (12) month period to care for the 
servicemember. 
 

3. The “twelve month period” in which twelve (12) weeks of FMLA leave may be 
taken is the twelve (12) month period immediately preceding the commencement 
of any FMLA leave. 

 
4. If a holiday falls within a week taken as FMLA leave, the week is nevertheless 

counted as a week of FMLA leave.  If, however, the School’s business activity has 
temporarily ceased for some reason and employees are generally not expected to 
report for work for one or more weeks, such as the Winter Break, Spring Break, or 
Summer Vacation, the days the School’s activities have ceased do not count against 
the employee’s FMLA leave entitlement.  Similarly, if an employee uses FMLA 
leave in increments of less than one (1) week, the fact that a holiday may occur 



within a week in which an employee partially takes leave does not count against 
the employee’s  leave entitlement unless the employee was otherwise scheduled 
and expected to work during the holiday. 

 
• Pay during FMLA Leave  
 

1. An employee on FMLA leave because of his/her own serious health condition must 
use all accrued paid sick leave at the beginning of any otherwise unpaid FMLA 
leave period.  If an employee is receiving a partial wage replacement benefit during 
the FMLA leave, the School and the employee may agree to have School-provided 
paid leave, such as vacation or sick time, supplement the partial wage replacement 
benefit unless otherwise prohibited by law. 
 

2. An employee on FMLA leave for child care or to care for a spouse, domestic 
partner, parent, or child with a serious health condition may use any or all accrued 
sick leave at the beginning of any otherwise unpaid FMLA leave. 

 
3. If an employee has exhausted his/her sick leave, leave taken under FMLA shall be 

unpaid leave. 
 

4. The receipt of sick leave pay or State Disability Insurance benefits will not extend 
the length of the FMLA leave.  Sick pay accrues during any period of unpaid FMLA 
leave only until the end of the month in which unpaid leave began. 

 
• Health Benefits   
 

The provisions of the School’s various employee benefit plans govern continuing eligibility 
during FMLA leave, and these provisions may change from time to time.  The health 
benefits of employees on FMLA leave will be paid by the School during the leave at the 
same level and under the same conditions as coverage would have been provided if the 
employee had been continuously employed during the leave period.  When a request for 
FMLA leave is granted, the School will give the employee written confirmation of the 
arrangements made for the payment of insurance premiums during the leave period. 

 
If an employee is required to pay premiums for any part of his/her group health coverage, 
the School will provide the employee with advance written notice of the terms and 
conditions under which premium payments must be made. 

 
TCS may recover the health benefit costs paid on behalf of an employee during his/her 
FMLA leave if: 

 
1. The employee fails to return from leave after the period of leave to which the 

employee is entitled has expired.  An employee is deemed to have “failed to return 
from leave” if he/she works less than thirty (30) days after returning from FMLA 
leave; and 

 



2. The employee’s failure to return from leave is for a reason other than the 
continuation, recurrence, or onset of a serious health condition that entitles the 
employee to FMLA leave, or other circumstances beyond the control of the 
employee. 

 
• Seniority  
 

An employee on FMLA leave remains an employee and the leave will not constitute a 
break in service.  An employee who returns from FMLA leave will return with the same 
seniority he/she had when the leave commenced.   

 
• Medical Certifications  
 

1. An employee requesting FMLA leave because of his/her own or a relative’s serious 
health condition must provide medical certification from the appropriate health care 
provider on a form supplied by the School.  Absent extenuating circumstances, 
failure to provide the required certification in a timely manner (within fifteen (15) 
days of the School’s request for certification) may result in denial of the leave 
request until such certification is provided.  
 

2. The School will notify the employee in writing if the certification is incomplete or 
insufficient, and will advise the employee what additional information is necessary 
in order to make the certification complete and sufficient.  The School may contact 
the employee’s health care provider to authenticate a certification as needed. 
 

3. If the School has reason to doubt the medical certification supporting a leave 
because of the employee’s own serious health condition, the School may request a 
second opinion by a health care provider of its choice (paid for by the School).  If 
the second opinion differs from the first one, the School will pay for a third, 
mutually agreeable, health care provider to provide a final and binding opinion. 
 

4. Recertifications are required if leave is sought after expiration of the time estimated 
by the health care provider.  Failure to submit required recertifications can result in 
termination of the leave. 

 
• Procedures for Requesting and Scheduling FMLA Leave  
 

1. An employee should request FMLA leave by completing a Request for Leave form 
and submitting it to the Executive Director.  An employee asking for a Request for 
Leave form will be given a copy of the School’s then-current FMLA leave policy. 
 

2. Employees should provide not less than thirty (30) days’ notice for foreseeable 
childbirth, placement, or any planned medical treatment for the employee or his/her 
spouse, domestic partner, child, or parent.  Failure to provide such notice is grounds 
for denial of a leave request, except if the need for FMLA leave was an emergency 
or was otherwise unforeseeable. 



 
3. Where possible, employees must make a reasonable effort to schedule foreseeable 

planned medical treatments so as not to unduly disrupt the School’s operations. 
 

4. If FMLA leave is taken because of the employee’s own serious health condition or 
the serious health condition of the employee’s spouse, domestic partner, parent or 
child, the leave may be taken intermittently or on a reduced leave schedule when 
medically necessary, as determined by the health care provider of the person with 
the serious health condition. 
 

5. If FMLA leave is taken because of the birth of the employee’s child or the 
placement of a child with the employee for adoption or foster care, the minimum 
duration of leave is two (2) weeks, except that the School will grant a request for 
FMLA leave for this purpose of at least one day but less than two (2) weeks’ 
duration on any two (2) occasions. 
 

6. If an employee needs intermittent leave or leave on a reduced leave schedule that 
is foreseeable based on planned medical treatment for the employee or a family 
member, the employee may be transferred temporarily to an available alternative 
position for which he or she is qualified that has equivalent pay and benefits and 
that better accommodates recurring periods of leave than the employee’s regular 
position. 
 

7. The School will respond to an FMLA leave request no later than five (5) business 
days of receiving the request.  If an FMLA leave request is granted, the School will 
notify the employee in writing that the leave will be counted against the employee’s 
FMLA leave entitlement.  This notice will explain the employee’s obligations and 
the consequences of failing to satisfy them. 

 
• Return to Work  
 

1. Upon timely return at the expiration of the FMLA leave period, an employee (other 
than a “key” employee whose reinstatement would cause serious and grievous 
injury to the School’s operations) is entitled to the same or a comparable position 
with the same or similar duties and virtually identical pay, benefits, and other terms 
and conditions of employment unless the same position and any comparable 
position(s) have ceased to exist because of legitimate business reasons unrelated to 
the employee’s FMLA leave. 
 

2. When a request for FMLA leave is granted to an employee (other than a “key” 
employee), the School will give the employee a written guarantee of reinstatement 
at the termination of the leave (with the limitations explained above). 
 

3. Before an employee will be permitted to return from FMLA leave taken because of 
his/her own serious health condition, the employee must obtain a certification from 
his/her health care provider that he/she is able to resume work. 



 
4. If an employee can return to work with limitations, the School will evaluate those 

limitations and, if possible, will accommodate the employee as required by law.  If 
accommodation cannot be made, the employee will be medically separated from 
the School. 

 
• Limitations on Reinstatement  
 

1. TCS may refuse to reinstate a “key” employee if the refusal is necessary to prevent 
substantial and grievous injury to the School’s operations.  A “key” employee is an 
exempt salaried employee who is among the highest paid 10% of the School’s 
employees within seventy-five (75) miles of the employee’s worksite. 

 
2. A “key” employee will be advised in writing at the time of a request for, or if earlier, 

at the time of commencement of, FMLA leave, that he/she qualifies as a “key” 
employee and the potential consequences with respect to reinstatement and 
maintenance of health benefits if the School determines that substantial and 
grievous injury to the School’s operations will result if the employee is reinstated 
from FMLA leave.  At the time it determines that refusal is necessary, the School 
will notify the “key” employee in writing (by certified mail) of its intent to refuse 
reinstatement and will explain the basis for finding that the employee’s 
reinstatement would cause the School to suffer substantial and grievous injury.  If 
the School realizes after the leave has commenced that refusal of reinstatement is 
necessary, it will give the employee at least ten (10) days to return to work 
following the notice of its intent to refuse reinstatement. 

 
• Employment during Leave  
 

No employee, including employees on FMLA leave, may accept employment with any 
other employer without the School’s written permission. An employee who accepts such 
employment without the School’s written permission will be deemed to have resigned from 
employment at the School. 

 
Pregnancy Disability Leave 
 
This policy explains how the School complies with the California Pregnancy Disability Act, which 
requires the School to give each female employee an unpaid leave of absence of up to four (4) 
months per pregnancy, as needed, for the period(s) of time a woman is actually disabled by 
pregnancy, childbirth, or related medical conditions.   

 
• Employee Eligibility Criteria  
 

To be eligible for pregnancy disability leave, the employee must be disabled by pregnancy, 
childbirth, or a related medical condition and must provide appropriate medical 
certification concerning the disability. 

 



• Events That May Entitle an Employee to Pregnancy Disability Leave  
 

The four (4) month pregnancy disability leave allowance includes any time taken (with or 
without pay) for any of the following reasons: 

 
1. The employee is unable to work at all or is unable to perform any one or more of 

the essential functions of her job without undue risk to herself, the successful 
completion of her pregnancy, or to other persons because of pregnancy or 
childbirth, or because of any medically recognized physical or mental condition 
that is related to pregnancy or childbirth (including severe morning sickness); or 

  
2. The employee needs to take time off for prenatal care. 

 
• Duration of Pregnancy Disability Leave  
 

Pregnancy disability leave may be taken in one or more periods, but not to exceed four 
months total.  “Four months” means the number of days the employee would normally 
work within four months.  For a full-time employee who works five (5) eight (8) hour days 
per week, four (4) months means 693 hours of leave (40 hours per week times 17 1/3 weeks).   
 
For employees who work more or less than forty (40) hours per week, or who work on 
variable work schedules, the number of working days that constitutes four (4) months is 
calculated on a pro rata or proportional basis.  For example, for an employee who works 
twenty (20) hours per week, “four months” means 346.5 hours of leave entitlement (20 
hours per week times 17 1/3 weeks).  For an employee who normally works forty-eight (48) 
hours per week, “four months” means 832 hours of leave entitlement (48 hours per week 
times 17 1/3 weeks). 
 
At the end or depletion of an employee’s pregnancy disability leave, an employee who has 
a physical or mental disability (which may or may not be due to pregnancy, childbirth, or 
related medical conditions) may be entitled to reasonable accommodation.  Entitlement to 
additional leave must be determined on a case-by case basis, taking into account a number 
of considerations such as whether an extended leave is likely to be effective in allowing 
the employee to return to work at the end of the leave, with or without further reasonable 
accommodation, and whether or not additional leave would create an undue hardship for 
the School.  The School is not required to provide an indefinite leave of absence as a 
reasonable accommodation. 

 
• Pay during Pregnancy Disability Leave  
 

1. An employee on pregnancy disability leave must use all accrued paid sick leave 
and may use any or all accrued vacation time at the beginning of any otherwise 
unpaid leave period. 

 
2. The receipt of vacation pay, sick leave pay, or state disability insurance benefits, 

will not extend the length of pregnancy disability leave. 



 
3. Vacation and sick pay accrues during any period of unpaid pregnancy disability 

leave only until the end of the month in which the unpaid leave began. 
 
• Health Benefits  
 

TCS shall provide continued health insurance coverage while an employee is on pregnancy 
disability leave consistent with applicable law.  The continuation of health benefits is for a 
maximum of four (4) months in a twelve (12)-month period.  TCS can recover premiums 
that it already paid on behalf of an employee if both of the following conditions are met: 
 
1. The employee fails to return from leave after the designated leave period expires. 
  
2. The employee’s failure to return from leave is for a reason other than the following:  
 

• The employee is taking leave under the California Family Rights Act. 
 
• There is a continuation, recurrence or onset of a health condition that entitles 

the employee to pregnancy disability leave. 
 

• There is a non-pregnancy related medical condition requiring further leave. 
 

• Any other circumstance beyond the control of the employee. 
 
• Seniority  
 

An employee on pregnancy disability leave remains an employee of the School and a leave 
will not constitute a break in service.  When an employee returns from pregnancy disability 
leave, she will return with the same seniority she had when the leave commenced. 

 
• Medical Certifications  
 

1. An employee requesting a pregnancy disability leave must provide medical 
certification from her healthcare provider on a form supplied by the School. Failure 
to provide the required certification in a timely manner (within fifteen (15) days of 
the leave request) may result in a denial of the leave request until such certification 
is provided. 
 

2. Recertifications are required if leave is sought after expiration of the time estimated 
by the healthcare provider.  Failure to submit required recertifications can result in 
termination of the leave. 

 
• Requesting and Scheduling Pregnancy Disability Leave  
 

1. An employee should request pregnancy disability leave by completing a Request 
for Leave form and submitting it to the Executive Director.  An employee asking 



for a Request for Leave form will be referred to the School’s then current pregnancy 
disability leave policy. 
 

2. Employee should provide not less than thirty (30) days’ notice or as soon as is 
practicable, if the need for the leave is foreseeable.  Failure to provide such notice 
is grounds for denial of the leave request, except if the need for pregnancy disability 
leave was an emergency and was otherwise unforeseeable.  
 

3. Where possible, employees must make a reasonable effort to schedule foreseeable 
planned medical treatments so as not to unduly disrupt the School’s operations. 
 

4. Pregnancy disability leave may be taken intermittently or on a reduced leave 
schedule when medically advisable, as determined by the employee’s healthcare 
provider.   
 

5. If an employee needs intermittent leave or leave on a reduced leave schedule that 
is foreseeable based on planned medical treatment, the employee may be 
transferred temporarily to an available alternative position for which he or she is 
qualified that has equivalent pay and benefits that better accommodates recurring 
periods of leave than the employee’s regular position. 
 

6. The School will respond to a pregnancy disability leave request within ten (10) days 
of receiving the request.  If a pregnancy disability leave request is granted, the 
School will notify the employee in writing and leave will be counted against the 
employee’s pregnancy disability leave entitlement.  This notice will explain the 
employee’s obligations and the consequences of failing to satisfy them. 

 
• Return to Work  
 

1. Upon timely return at the expiration of the pregnancy disability leave period, an 
employee is entitled to the same position unless the employee would not otherwise 
have been employed in the same position at the time reinstatement is requested. If 
the employee is not reinstated to the same position, she must be reinstated to a 
comparable position unless one of the following is applicable: 

 
a. The employer would not have offered a comparable position to the employee if 

she would have been continuously at work during the pregnancy disability 
leave. 

 
b. There is no comparable position available, to which the employee is either 

qualified or entitled, on the employee’s scheduled date of reinstatement or 
within sixty (60) calendar days thereafter.  The School will take reasonable 
steps to provide notice to the employee if and when comparable positions 
become available during the sixty (60) day period. 

 



A “comparable” position is a position that involves the same or similar duties 
and responsibilities and is virtually identical to the employee’s original position 
in terms of pay, benefits, and working conditions. 

 
2. When a request for pregnancy disability leave is granted to an employee, the School 

will give the employee a written guarantee of reinstatement at the end of the leave 
(with the limitations explained above).   
 

3. In accordance with TCS policy, before an employee will be permitted to return from 
a pregnancy disability leave of three (3) days or more, the employee must obtain a 
certification from her healthcare provider that she is able to resume work. 
 

4. If the employee can return to work with limitations, the School will evaluate those 
limitations and, if possible, will accommodate the employee as required by law.  If 
accommodation cannot be made, the employee will be medically separated from 
the School. 

 
• Employment during Leave  
 

No employee, including employees on pregnancy disability leave, may accept employment 
with any other employer without the School’s written permission.  An employee who 
accepts such employment without written permission will be deemed to have resigned from 
employment.  

 
Industrial Injury Leave (Workers’ Compensation) 
 
TCS, in accordance with State law, provides insurance coverage for employees in case of work-
related injuries.  The workers’ compensation benefits provided to injured employees may include: 
 
• Medical care; 
 
• Cash benefits, tax-free to replace lost wages; and 
 
• Vocational rehabilitation to help qualified injured employees return to suitable 

employment. 
 
To ensure employees receive any worker’s compensation benefits to which they may be entitled, 
employees will need to: 
 
• Immediately report any work-related injury to the Executive Director; 

 
• Seek medical treatment and follow-up care if required; 

 
• Complete a written Employee’s Claim Form (DWC Form 1) and return it to the Executive 

Director; and 
 



• Provide the School with a certification from a health care provider regarding the need for 
workers’ compensation disability leave as well as the employee’s eventual ability to return 
to work from the leave. 

 
It is the School’s policy that when there is a job-related injury, the first priority is to ensure that 
the injured employee receives appropriate medical attention. TCS, with the help of its insurance 
carrier has selected medical centers to meet this need. Each medical center was selected for its 
ability to meet anticipated needs with high quality medical service and a location that is convenient 
to the School’s operation.  
 
• If an employee is injured on the job, he/she is to go or be taken to the approved medical 

center for treatment.  If injuries are such that they require the use of emergency medical 
systems (“EMS”) such as an ambulance, the choice by the EMS personnel for the most 
appropriate medical center or hospital for treatment will be recognized as an approved 
center.  
 

• All accidents and injuries must be reported to the Executive Director and to the individual 
responsible for reporting to the School’s insurance carrier. Failure by an employee to report 
a work-related injury by the end of his/her shift could result in loss of insurance coverage 
for the employee. An employee may choose to be treated by his/her personal physician at 
his/her own expense, but he/she is still required to go to the School’s approved medical 
center for evaluation. All job-related injuries must be reported to the appropriate State 
Workers’ Compensation Bureau and the insurance carrier.  
 

• When there is a job-related injury that results in lost time, the employee must have a 
medical release from the School’s approved medical facility before returning to work. 
 

• Any time there is a job-related injury, the School’s policy requires drug/alcohol testing 
along with any medical treatment provided to the employee. 

 
Paid Parental Leave 
 
TCS shall provide up to four (4) weeks of paid parental leave to all regular, full-time, and exempt 
employees following the birth of an employee’s child, or the placement of a child with an employee 
in connection with adoption or foster care. Temporary, substitute, part-time, and nonexempt 
employees, as well as interns, are not eligible for Paid Parental Leave. 
 
The purpose of paid parental leave is to provide all employees with the opportunity to bond with 
their child following the child’s birth, adoption or foster care placement. This policy runs 
concurrently with FMLA/CFRA/PDL, as applicable, and provides wage replacement benefits 
only, not additional time off from work. 
 
Paid parental leave must be taken within twelve (12) months of the child’s birth, adoption, or 
placement in foster care with the employee.  Paid parental leave must be taken in one (1) 
continuous period.  Absent extenuating circumstances as determined by TCS, the School requires 
a minimum of thirty (30) days’ notice for requests to take paid parental leave.   



 
In cases of multiple births, adoptions or placements (e.g. the birth of twins or adoption of siblings), 
the four (4) week period of paid parental leave does not increase.  Similarly, if both parents of the 
child are employed by the School, the parents, collectively, shall only be entitled to four (4) weeks 
of paid parental leave and may elect to distribute that time between them as appropriate.   
 
If a holiday occurs while an employee is on paid parental leave, the holiday will be charged to 
holiday pay (if applicable to the employee) and will not extend the total paid parental leave 
entitlement. 
 
Upon termination of employment, any unused Paid Parental Leave will not be paid out to an 
employee.   
 
Military and Military Spousal Leave of Absence 
 
TCS shall grant a military leave of absence to any employee who must be absent from work due 
to service in the uniformed services in accordance with the Uniformed Services Employment and 
Re-Employment Rights Act of 1994 (“USERRA”).  All employees requesting military leave must 
provide advance written notice of the need for such leave, unless prevented from doing so by 
military necessity or if providing notice would be impossible or unreasonable. 
 
If military leave is for thirty (30) or fewer days, the School shall continue the employee’s health 
benefits.  For service of more than thirty (30) days, employee shall be permitted to continue their 
health benefits at their option through COBRA.  Employees are entitled to use accrued vacation or 
paid time off as wage replacement during time served, provided such vacation/paid time off 
accrued prior to the leave. 
 
Except for employees serving in the National Guard, TCS will reinstate those employees returning 
from military leave to their same position or one of comparable seniority, status, and pay if they 
have a certificate of satisfactory completion of service and apply within ninety (90) days after 
release from active duty or within such extended period, if any, as required by law. For those 
employees serving in the National Guard, if he or she left a full-time position, the employee must 
apply for reemployment within forty (40) days of being released from active duty, and if he or she 
left part-time employment, the employee must apply for reemployment within five (5) days of 
being released from active duty.   
 
An employee who was absent from work while fulfilling his or her covered service obligation 
under the USERRA or California law shall be credited, upon his or her return to the School, with 
the hours of service that would have been performed but for the period of absence from work due 
to or necessitated by USERRA-covered service.  Exceptions to this policy will occur wherever 
necessary to comply with applicable laws. 
 
TCS shall grant up to ten (10) days of unpaid leave to employees who work more than twenty (20) 
hours per week and who are spouses of deployed military servicemen and servicewomen. The 
leave may be taken when the military spouse is on leave from deployment during a time of military 
conflict.  To be eligible for leave, an employee must provide the School with (1) notice of intention 



to take military spousal leave within two (2) business days of receiving official notice that the 
employee’s military spouse will be on leave from deployment, and (2) documentation certifying 
that the employee’s military spouse will be on leave from deployment during the time that the 
employee requests leave. 
 
Bereavement Leave  
 
Full-time employees are entitled to three (3) days of paid bereavement leave due to a death in the 
immediate family (parent, spouse, son/daughter, sister/brother, parents-in-law, son/daughter-in-
law, grandparents, grandchild). For travel to a funeral over five hundred (500) miles away from 
the full-time employee’s home, five (5) days of paid bereavement leave will be provided.  
Bereavement leave pay will not be used in computing overtime pay. Any scheduled days off 
(including weekends, holidays and vacations) falling during the absence will be counted as both 
bereavement leave and scheduled days off.  
 
Jury Duty or Witness Leave 
 
TCS will pay for up to five (5) days if an employee is called to serve on a jury or as a witness.  In 
addition, for exempt employees who continue to perform work duties as assigned during jury duty, 
the School will continue to pay that employee during their jury duty.    
 
Voting Time Off 
 
If an employee does not have sufficient time outside of working hours to vote in an official state-
sanctioned election, the employee may take off enough working time to vote.  Such time off shall 
be taken at the beginning or the end of the regular working shift, whichever allows for more free 
time and the time taken off shall be combined with the voting time available outside of working 
hours to a maximum of two (2) hours combined.  Under these circumstances, an employee will be 
allowed a maximum of two (2) hours of time off during an election day without loss of pay.  When 
possible, an employee requesting time off to vote shall give the Executive Director at least two (2) 
days’ notice. 
 
School Appearance and Activities Leave 
  
As required by law, TCS will permit an employee who is a parent or guardian (including a 
stepparent, foster parent, or grandparent) of school children, from kindergarten through grade 
twelve (12), or a child enrolled with a licensed child care provider, up to forty (40) hours of unpaid 
time off per school year (up to eight (8) hours in any calendar month of the school year) to 
participate in activities of a child’s school or child care.    If more than one (1) parent or guardian 
is an employee of TCS, the employee that first provides the leave request will be given the 
requested time off.  Where necessary, additional time off will also be permitted where the school 
requires the employee(s) appearance. 
  
The employee requesting school leave must provide reasonable advanced notice of the planned 
absence.  The employee must use accrued but unused paid leave (e.g., vacation or sick leave) to 
be paid during the absence. 



  
When requesting time off for school activities, the employee must provide verification of 
participation in an activity as soon as practicable.  When requesting time off for a required 
appearance, the employee(s) must provide a copy of the notice from the child’s school requesting 
the presence of the employee. 
 
Bone Marrow and Organ Donor Leave 
   
As required by law, eligible employees who require time off to donate bone marrow to another 
person may receive up to five (5) workdays off in a 12-month period.  Eligible employees who 
require time off to donate an organ to another person may receive up to sixty (60) workdays off in 
a twelve (12) month period. 
    
To be eligible for bone marrow or organ donation leave (“Donor Leave”), the employee must have 
been employed by the School for at least ninety (90) days immediately preceding the Donor Leave. 
  
An employee requesting Donor Leave must provide written verification to the School that he or 
she is a donor and that there is a medical necessity for the donation of the organ or bone marrow.  
  
Up to five (5) days of leave for bone marrow donation, and up to thirty (30) days of leave for organ 
donation, may be paid provided the employee first uses five (5) days of accrued paid leave for 
bone marrow donation and two (2) weeks of accrued paid leave for organ donation.  If the 
employee has an insufficient number of paid leave days available, the leave will otherwise be paid.  
 
Employees returning from Donor Leave will be reinstated to the position held before the leave 
began, or to a position with equivalent status, benefits, pay and other terms and conditions of 
employment.  The School may refuse to reinstate an employee if the reason is unrelated to taking 
a Donor Leave.  A Donor Leave is not permitted to be taken concurrently with an FMLA/CFRA 
Leave.   
 
Victims of Abuse Leave 
 
TCS provides reasonable and necessary unpaid leave and other reasonable accommodations to 
employees who are victims of domestic violence, sexual assault, or stalking.  Such leave may be 
taken to attend legal proceedings or to obtain or attempt to obtain any relief necessary, including 
a restraining order, to ensure the employee’s own health, safety or welfare, or that of the 
employee’s child or children. Employees may also request unpaid leave for the following 
purposes: 
 

• Seek medical attention for injuries caused by domestic violence, sexual assault, or stalking. 
• Obtain services from a domestic violence shelter, program, or rape crisis center. 
• Obtain psychological counseling for the domestic violence, sexual assault, or stalking. 
• Participate in safety planning, such as relocation, to protect against future domestic 

violence, sexual assault, or stalking. 
 
To request leave under this policy, an employee should provide TCS with as much advance notice 



as practicable under the circumstances. If advance notice is not possible, the employee requesting 
leave under this policy should provide TCS one (1) of the following certifications upon returning 
back to work:  
 

1. A police report indicating that the employee was a victim of domestic violence, sexual 
assault, or stalking. 

2. A court order protecting the employee from the perpetrator or other evidence from the court 
or prosecuting attorney that the employee appeared in court. 

3. Documentation from a licensed medical professional, domestic violence or sexual assault 
counselor, licensed health care provider, or counselor showing that the employee’s absence 
was due to treatment for injuries or abuse from domestic violence, sexual assault, or 
stalking. 

 
Employees requesting leave under this policy may choose to use accrued paid leave.  In addition, 
TCS will provide reasonable accommodations to employees who are victims of domestic violence, 
sexual assault or stalking for the employees’ safety while at work.  To request an accommodation 
under this policy, an employee should contact the Executive Director.  
 
Returning From Leave of Absence 
 
Employees cannot return from a medical leave of absence without first providing a sufficient 
doctor’s return to work authorization. 
 
When business considerations require, the job of an employee on leave may be filled by a 
temporary or regular replacement. An employee should give the Executive Director thirty (30) 
days’ notice before returning from leave. Whenever the School is notified of an employee’s intent 
to return from a leave, the School will attempt to place the employee in his former position or in a 
comparable position with regard to salary and other terms and conditions for which the employee 
is qualified.  However, re-employment cannot always be guaranteed.  If employees need further 
information regarding Leaves of Absence, they should be sure to consult the Executive Director. 
 

 


