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A professional work-related leave means the employee is leaving their regularly assigned 
position to go to another location either within or without of the District.  All requests for work-
related leave, regardless of whether it is within the District or outside the District and/or part or 
full day, must be submitted through the Professional Leave Form located on the Intranet 
according to the procedures listed below.  The Office of the Superintendent or the Assistant 
Superintendent may make exceptions on a case-by-case basis for central staff professional 
employees and principals and will also determine whether a particular leave requires approval 
by the Board of School Directors.  No substitutes for coverage of a professional employee will 
be assigned without prior leave approval. 

 
Approval of work-related leave and reimbursement for leave will be contingent upon the 
relationship between the employee’s assignment, professional needs, mission of the District, 
etc., and the purpose of the request and will be at the sole discretion of the Superintendent or 
designee and the Board. Review of the frequency and length of prior requests will be considered 
in the approval process. 

 
Submission of Work-Related Leave Requests 
 

Professional leave request forms are to be submitted by staff members for approval to 
the principal and supervisor who evaluate performance.  Leave requests must be 
submitted on-line in time to comply with the provisions of the paragraph below.  Leave 
requests should be submitted as early as possible. 

 
Approved professional leave requests must be submitted with supervisor approval in 
accordance with the leave submission schedule.  Principals, the Director of Human 
Resources, the Chief Financial Officer, and the Assistant Superintendent’s leave 
requests will be approved by the Superintendent of Schools. 

 
Leave requests approved by the Superintendent will be emailed directly to those 
requesting leave. Leave requests approved by the Assistant Superintendent will be 
emailed to the appropriate principal or supervisor who, in turn, will forward the approved 
leave request to the professional employee. 



Presenting at a Local, State, or National Conference 
 

Any employee(s) requesting professional leave for the purpose of making a formal 
presentation at a professional conference or workshop and seeking support of the 
Abington School District must proceed as follows: 

 

• Provide a memorandum to the supervisor indicating the intention to submit a 
proposal for a presentation at a conference or workshop.  Include a description 
of the organization to which the application is being considered, the size and 
nature of the intended audience, and the date(s) of the program.  If it is a team 
presentation, list the names and respective role(s) of the presenters. 

 

• Provide anticipated costs. 

 

• Submit requests for review and pre-approval by the supervisor and the Assistant 
Superintendent or Superintendent.  The response will indicate the level of District 
support for participation.  The District will not support requests that have not been 
pre-approved. 

 

• Provide a copy of the application or the "call for papers" to the supervisor and the 
Assistant Superintendent. 

 

• Submit the Request for Professional Leave.  A copy of the conference schedule 
and the presentation are also to be uploaded with supporting documents. 

 
For approved requests, the Office of the Superintendent reserves the right to determine 
the level of support for the leave.  Support may range from providing leave and substitute 
coverage with no expenses to full support with leave, substitute coverage, and 
reimbursement for all allowable expenses. 

 
Completing the Form 
 

Care must be taken in providing all requested information on the form. 

 

• The appropriate budget code must be provided. 
 

• Estimates of expenses are to be based on reliable information.  For example, 
mileage estimates should be verified.  Transportation expense estimates must 
reflect tolls and parking. 

 

• If a substitute is required, it must be indicated on the online request. 

 

• Payment will not be made in an amount exceeding the estimate and the 
dollar amount approved by the Board of School Directors.  Exceptions may 
be made by the Assistant Superintendent if circumstances prevented the 
employee from rendering an accurate estimate of expenses. 



• Leave requests not having all information provided will be returned to the staff 
member for completion. 

 
Allowable Reimbursements 

 

• All direct travel costs are reimbursable to the extent they are approved with the 
preliminary submission. Taxi fares, parking, turnpike fees, etc., must be 
substantiated with proper documentation. 

 

• Meals 

 
▪ There is no meal or beverage allowance for a one-day professional leave 

when the conference ends before 6:00 p.m.  A dinner allowance of $15.00 
is available when a professional leave obligation passes 6:00 p.m. 

 
▪ On multi-day professional leaves, the maximum reimbursement for meals 

is $35.00 per day. 

 
▪ Reimbursement for meals requires documentation by receipt. There will be 

no reimbursement for alcoholic beverages. 
 
Submission of Travel Expense Claims – At the conclusion of the leave, employees will complete 

the Travel Expense Claim and submit it to the Assistant Superintendent.  Those employees 
reporting to the Superintendent will submit their Travel Expense Claim to that office. 

 
Reimbursement – After reviewing the Travel Expense Claim, the Superintendent or Assistant 

Superintendent will authorize payment through the Accounting Department.  It should take three 
to four weeks after submission for a check to be generated and forwarded to the employee. 

 
Dissemination of Conference Information – Each principal or supervisor approving a 

professional leave request must ensure that the participating employee disseminates 
information about the conference to other appropriate employees.  The dissemination may be in 
terms of a written report, a demonstration, or oral presentation.  The report should address the 
following: (1) description of the conference or meeting attended; (2) a summary statement about 
what the employee learned at the conference; (3) the implications of the materials for the District. 
It is the responsibility of the principal or supervisor to retain documentation of the dissemination 
process. 

 
Cancellation of Leave Requests – If a leave request is to be cancelled, the Office of the Assistant 

Superintendent and the administrative assistant working with substitutes in the Office of Human 
Resources (if a substitute was requested) should be notified. 


