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Definitions 
 

Paid leave - includes sick leave, accumulation of sick leave, jury duty, personal leave, 
vacation, and absence due to death in the family 
 

Fringe benefits – paid leave and insurance benefits 
 
Paid leave for Employees not Represented by Comparable Labor Group 
 

Those provisions that govern fringe benefits for members of a bargaining unit 
agreement or other group agreement shall also apply to comparable employees not 
represented by that collective bargaining unit.  Vacation time not taken may accrue to an 
addition of not more than one-half the amount earned in the previous year. The 
Superintendent may make exceptions in the case of extenuating circumstances. 
 
Insurance Benefits 
 

Professional Central Staff Employees will be provided the same insurance benefits as 
those employees defined under Act 93 of 1984, unless superseded by an individual 
agreement. 
 

Supporting employees shall receive insurance benefits designated by the 
Superintendent and approved by the Board in relation to other groups. 
 
Requests for Leave 
 

Employees who wish to take personal leave should submit the completed “Request for 
Personal Leave” form to the principal’s or supervisor’s office. The completed form should be 



submitted to the principal or supervisor as far in advance as possible. Principals and 
supervisors should indicate their recommendation, sign, and forward this form to the Office 
of Human Resources for action. 
 

Requests for the use of vacation time should be forwarded to the principal or supervisor 
at least two weeks in advance. The main consideration in responding to request for vacation 
will be the orderly operation of the District. 
 

All vacation time must be scheduled at the mutual agreement of the employee and his/her 
supervisor. A request to use vacation days after an absence has occurred or on very short 
notice is subject to approval and agreement of the supervisor. An employee does not have 
the discretion to unilaterally decide to absent himself/herself from work at the last minute and 
direct that the day of absence be charged as a vacation day. 
 

It is understood that emergencies may arise wherein the last minute use of vacation may 
be necessary. It is anticipated that supervisors and principals will not unreasonably withhold 
approval of vacation under emergency circumstances. Otherwise, the orderly operation of the 
District requires reasonable advance notice for scheduling of vacation. Normally, this would be 
a minimum of two weeks. 
 

Employees who find themselves in need of additional days away from their assignments 
in late May and June may not assume that there is a right "to borrow" against the next year's 
vacation allotment. Principals and supervisors may not grant such requests without approval of 
the Office of Human Resources. 
 

An employee may not decide unilaterally that he/she will take time off without pay. 
Principals and supervisors may not grant such requests without consultation with the Office of 
Human Resources. 
 
Jury Duty 
 

In order to avoid pay delay, the Abington School District will forward to the employee 
on jury duty (or other required court appearance) the entire salary amount customarily 
received by that employee. 
 

Upon employee’s receipt of the court’s check, the employee shall reimburse the District 
for that portion of the court’s payment representing jury or appearance pay. The portion which 
represents travel expenses should be kept by the employee. 
 


