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APPLICATION FOR LEAVE. It is the responsibility of the employee’s supervisor (principal, 1 

etc.) to see that every full-time staff member, regardless of whether a substitute is needed, 2 

submits a leave request for every day of leave.  Any day a staff member is away from their 3 

regular assignment (i.e., LBL, etc.) is a leave day.   4 

 5 

While reasons do not have to be given for personal days, they are expected when requesting 6 

professional leave or Temporary Duty Leave (TDL). Approval of leave cannot be assumed.  7 

Once a leave request is submitted and approved, the employee will receive notification of that 8 

approval.   9 

 10 

It is very important for leave requests to be completed as quickly as possible and certainly within 11 

the same pay period as the leave that is (was) requested. 12 

 13 

Paid leave days are not available to part-time, non-licensed employees.  14 

 15 

UNREPORTED ABSENCES.   If an employee is absent three consecutive days without 16 

reporting those absences in writing to their school principal or department supervisor, those 17 

accumulated absences shall be considered a voluntary resignation except for incapacitated 18 

employees (i.e., hospitalized). This reporting should occur prior to or on the day of each absence. 19 

 20 

PERSONAL LEAVE WITH PAY.  Available to all full-time employees.  At the beginning of 21 

the year, certified personnel receive two personal days. Classified staff receive one personal day 22 

at the beginning of the school year and one personal day after winter break. Except in an 23 

emergency, the employee should give the principal/supervisor at least one (1) days’ notice in 24 

writing of their intent to take personal leave.  Any unused personal leave remaining at the end of 25 

a year will be credited to sick leave. For certified employees with less than ten years of 26 

experience and all classified employees, a maximum of two personal days will be converted to 27 

accumulated sick leave at the end of the year. For certified employees with more than ten years 28 

of experience, personal leave will be retained at the end of the year based on total years of 29 

experience.  See MCS Policy 5.303. 30 

 31 
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PERSONAL LEAVE WITHOUT PAY.   To be used when requested leave doesn’t qualify 32 

under MCS Policy 5.302 regarding sick leave and when all paid personal leave has been 33 

exhausted. Excessive use of unpaid personal leave can result in disciplinary action. 34 

 35 

VACATION LEAVE.  Available only to 12-month full-time employees and earned in 36 

accordance with MCS Policy 5.310.  Except in emergency situations, vacation leave must be 37 

requested at least five (5) days in advance.  (Vacation time for other employees is already built 38 

into the work/pay calendar, i.e., a teacher works equivalent of 190 days per year but is paid for 39 

200 days per year – ten of the 200 is unscheduled vacation, etc.) 40 

 41 

EXTENDED UNPAID LEAVE (LICENSED EMPLOYEES).  Available at the discretion of 42 

the Director of Schools only. An explanation and thirty (30) days preapproval are required for 43 

licensed employees requesting extended unpaid leave. See MCS Policy 5.304, Long-Term 44 

Leaves for Licensed Personnel. 45 

 46 

EXTENDED UNPAID LEAVE (CLASSIFIED EMPLOYEES). Limited to classified 47 

employees completing their student teaching to become a certified teacher. Available at the 48 

discretion of the Director of Schools only. Verification from the enrolled college and thirty (30) 49 

days preapproval are required. During the time the employee is on unpaid leave, the employee 50 

will be responsible for paying 100% of their insurance premiums. 51 

 52 

SICK LEAVE   Available to extent accumulated.  Notice is requested when possible. A doctor’s 53 

statement must be submitted to the principal/supervisor and the office of Human Resources for 54 

sick leave of five or more consecutive days.  FMLA paperwork will also need to be submitted if 55 

five or more consecutive days are missed.  The Director of Schools may require a physician’s 56 

statement for any sick leave claim.  If intermittent sick leave is taken that appears to be a pattern, 57 

the principal/supervisor may ask for explanation/documentation based on the circumstances to 58 

avoid an impact on instruction/student achievement (i.e., every Friday, every other Monday, 59 

etc.). Accumulated sick leave may also be used for bereavement leave and/or caretaking of an 60 

immediate family member.  Immediate family members include the employee’s spouse, 61 

parents/legal guardians, grandparents, children, grandchildren, siblings, mother-in-law, father-in-62 

law, daughter-in-law, son-in-law, brother-in-law, sister-in-law, step-relatives as listed above, 63 

foster children, or other family member(s) with approval of the Director of Schools, which 64 

necessitates the absence of the employee. Use of sick leave for bereavement/caretaking must not 65 

exceed five consecutive days except when involving a spouse, parent, or child. See MCS 66 

Policies 5.302.  For information on maternity, adoption, and caretaking leave, see statements 67 

below. 68 

 69 

Employees may also use one sick day per school year for a religious holiday not included on the 70 

Murfreesboro City Schools calendar. This type of leave must be requested at least five (5) days 71 

in advance. 72 

 73 

 74 

MATERNITY LEAVE.  The TN Maternity Leave Act permits maternity/paternity leave for a 75 

period not to exceed four (4) months (T.C.A. 4-21-408).  An employee may use all or a portion 76 

of their accumulated sick leave during the period of the mother’s physical disability only as 77 

determined by a physician. See T.C.A. 49-5-710 and MCS Policies 5.305.  Maternity leave 78 

requires a statement from a doctor.  When asking for maternity/paternity leave, please specify 79 

how many days will be sick leave with pay (or annual leave) and how many will be leave 80 

without pay.  Expected dates may need to be adjusted; it is the employee’s responsibility to keep 81 

the office informed of such adjustments.  Preapproval required. 82 

 83 



FMLA. Available to anyone who has been employed for at least twelve (12) months by the 84 

school system and who has at least 1,250 hours of service during the previous twelve-month 85 

period.  Eligible employees shall be granted leave for the birth of a child; the placement of a 86 

child for adoption or foster care; a serious health condition of the employee that makes them 87 

unable to perform the essential functions of their job; the care of a spouse, parent, or child who 88 

has a serious health condition; or a qualifying circumstance due to a spouse, parent, or child who 89 

is on covered active duty in the Armed Forces. Thirty (30) days’ written notice required for 90 

foreseeable leave.  91 

 92 

FMLA leave is used concurrently with sick leave and the Tennessee Maternity Leave Act.  See 93 

MCS Policy 5.305. If an employee qualifies for FMLA or the Tennessee Maternity Leave Act, 94 

they will be allowed to take at least the twelve (12) weeks FMLA provides or the four (4) months 95 

the Tennessee Maternity Leave Act provides.   If the appropriate paperwork to continue the leave 96 

is submitted, the Murfreesboro City School System will go beyond what is required by law.  If 97 

the employee has twenty (20) or fewer accrued days left after the initial FMLA or Tennessee 98 

Maternity Leave Act leave, the employee will be given one (1) additional month of leave. This 99 

leave will be unpaid if there are not enough accrued days.   100 

 101 

Classified employees who have twenty (20) or more accrued days after the initial FMLA or 102 

Tennessee Maternity Leave Act period will be eligible to remain on leave until their accrued 103 

leave days are exhausted or a total of six (6) months have passed, whichever comes first within a 104 

rolling twelve-month period. After the additional four weeks of leave is over, if the employee is 105 

unable to return to work and has run out of accumulated time off, they will be terminated for 106 

failure to return from a leave of absence.   107 

 108 

If the employee is unable to return to work, but still has accrued leave time available, they will 109 

be allowed to exhaust their remaining accrued time off, but employment will be considered 110 

inactive. During this time, the employee will be responsible for paying 100% of their insurance 111 

premiums. These individuals will not be guaranteed a job if they are able to return to work 112 

during the time they are on inactive status. If there are no positions available at the time they 113 

present themselves ready to return to work or after their accrued time off has been exhausted, 114 

they will be terminated for failure to return from a leave of absence. 115 

 116 

ADOPTION LEAVE.   Upon verification by a written statement from an adoption agency or 117 

other entity handling an adoption, an employee may be allowed to use up to thirty (30) days of 118 

accumulated sick leave for adoption of a child.  If both adoptive parents are employees, only one 119 

(1) parent is entitled to adoption leave (See T.C.A. 49-5-710 and MCS Policy 5.305).  When 120 

asking for adoption leave, please specify how many days will be sick leave with pay and how 121 

many will be adoption leave without pay.  Expected dates may need to be adjusted. It is the 122 

employee’s responsibility to keep the office informed of such adjustments. Preapproval required. 123 

 124 

CLASSIFIED EMPLOYEES INELIGIBLE FOR FMLA LEAVE.  If an employee does not 125 

qualify for FMLA leave, they will be allowed to run out all accrued time off 126 

(personal/sick/vacation) due to the same qualifying events listed in FMLA guidelines. A 127 

physician’s statement is required. Once the employee’s time off has been exhausted, the district 128 

will allow the employee an additional ten days of unpaid leave. If the classified employee is 129 

unable to return to work after the additional ten days, the employee will be terminated due to 130 

being ineligible for FMLA leave. Once the individual can return to work, they can reapply for 131 

any positions they feel they meet the qualifications.  132 

 133 

 134 



CERTIFIED EMPLOYEES INELIGIBLE FOR FMLA LEAVE.  If a certified employee 135 

does not qualify for an FMLA leave, they will be allowed to run out all accrued time off 136 

(personal/sick/vacation) due to the same qualifying events listed in FMLA guidelines. A 137 

physician’s statement is required. Once the employee’s time off has been exhausted, the district 138 

will allow the employee an additional twenty days of unpaid leave. If the certified employee is 139 

unable to return to work after the additional twenty days, they will be placed on inactive status 140 

for up to three additional months. If they are released to return to work within those three 141 

months, they will not be guaranteed their original position, but offered a certified position for 142 

which they meet the qualifications when one becomes available. If the certified employee is still 143 

unable to return to work after the additional three months, they will be dismissed due to being 144 

ineligible for FMLA. During the time the employee is on inactive status, they will be responsible 145 

for paying 100% of their insurance premiums. Once the individual can return to work, they can 146 

reapply for any positions they feel they meet the qualifications. 147 

 148 

TEMPORARY DUTY LEAVE (TDL) WITH PAY.  Preapproval from the Director of 149 

Schools required.  TDL is granted for professional development that is assigned by a 150 

supervisor/principal for the benefit of the individual, school, or district.   151 

 152 

TDL is also granted when a teacher or staff member is subpoenaed to appear in court on behalf 153 

of a student.  A copy of the subpoena shall be submitted to the Human Resources office.  When a 154 

staff member must go to court on personal business, the request should be for personal leave 155 

with or without pay.  Short-term military leave also falls under TDL and Board Policy 5.306 156 

entitled “Military Leaves” applies.  Two (2) weeks’ notice required. Temporary Duty Leave may 157 

be granted for professional development after one (1) professional day has been used with 158 

approval from the Director. 159 

 160 

JURY DUTY LEAVE. When an employee receives a summons to report for jury duty, they 161 

should, on the next workday, give the summons to the principal (or immediate supervisor if not 162 

school based) and submit an appropriate leave form. A person summoned to jury duty shall 163 

immediately send a copy of the summons to Human Resources and apply for the appropriate 164 

leave through Skyward.  165 

 166 

Jury duty is conducted as a type of Temporary Duty Leave.  The employee will not lose pay and 167 

will not be required to return to the system monies paid to the employee by the court for having 168 

served on a jury. 169 

 170 

Employees shall be granted Temporary Duty Leave with pay for their full workday (whole day 171 

for full-time employees, half day for half-time employees, three (3) hours for three (3) hour per 172 

day employees, etc.) when required for all or any part of that day to serve on a jury. 173 

 174 

If an individual serves less than three (3) hours of jury duty, the individual should return to work.  175 

If an individual serves more than three (3) hours, they shall be excused from work that day. 176 

 177 

When an employee working a night shift is called to jury duty, they must be excused from 178 

working the preceding night shift.  If jury duty lasts for several days or weeks, he/she is excused 179 

from working the night shift in the same manner, as they would be excused from working the 180 

day shift. 181 

 182 

Employees shall not be discouraged from exercising their right/responsibility to serve on a jury.  183 

Employees shall not be discharged, suspended or in any way reprimanded for serving on a jury. 184 

 185 



BEREAVEMENT LEAVE.  Personnel shall be granted bereavement leave up to three (3) days 186 

per event in the event of death of an immediate family member. Immediate family member shall 187 

include the employee’s spouse, parents/legal guardians, grandparents, children, grandchildren, 188 

siblings, mother-in-law, father-in-law, daughter-in-law, son-in-law, brother-in-law, sister-in-law, 189 

stepmother, stepfather, stepsiblings, stepchildren, step-grandchildren, and foster children. 190 

Personnel shall be granted bereavement leave up to one (1) day per event in the event of death of 191 

a cousin, aunt, uncle, niece, or nephew and grandparent-in-law. If requested, employees shall be 192 

granted an additional one (1) day of leave if the service is more than 50 miles from the 193 

employee’s home and the employee provides documentation of such. 194 

 195 

If additional days are needed for bereavement of an immediate family member, personnel can 196 

use up to four (4) additional sick days without the requirement of a doctor’s note. If more than 197 

four (4) additional days are needed, the employee will need to contact Human Resources to 198 

provide documentation and complete paperwork for FMLA leave (see Board Policy 5.305.)  199 

 200 

Documentation verifying the bereavement event and qualifying relationship is required in all 201 

bereavement claims in addition to the appropriate leave form.  202 

 203 

Employees will be responsible for completing bereavement documentation within five (5) 204 

working days of returning to work. 205 

 206 

ELECTIONS. If an employee's work schedule begins three (3) hours or more after the polls 207 

open or his/her work schedule ends three (3) hours or more before polls close, the employer is 208 

not required to give time off for voting.  Otherwise, the employee is entitled to be absent from 209 

work with pay on Election Day for a reasonable period in order to vote while polls are open.  In 210 

such cases, a “reasonable period of time" is defined as not more than three (3) hours and the 211 

employer can specify which hours are to be taken.  The employee must notify the 212 

principal/supervisor before noon on the day before the election. 213 

 214 

When discussing elections, supervisors are asked to be sensitive to employees' rights to their own 215 

opinions and privacy regarding political views and/or voting.  Supervisors shall not: 216 

 217 

 a.  Require an employee to vote in a certain way. 218 

 b.  Threaten disciplinary action if they do not vote in a certain way. 219 

 c.  Discharge an employee for failure to exercise the right to vote. 220 

 d.  Circulate any statement calculated to coerce an employee to vote or not vote in a 221 

      certain way. 222 

 223 

MILITARY LEAVE. T.C.A. §8-33-109, T.C.A. §58-1-106, the Uniformed Services 224 

Employment and Reemployment Rights Act (USERRA), and other relevant statutes shall be 225 

consulted and applied in this regard. 226 

 227 

This Directive serves only as a quick reference for the most frequently needed leave, which is for 228 

annual reservist training (15 workdays per calendar year).  TDL will be granted for this purpose 229 

without the loss of pay, benefits, the continuing accrual of benefits, or any other change in the 230 

current status for assignment of the employee. 231 

 232 

Employees should not be discouraged from requesting this leave. 233 

 234 

Employees should be encouraged to give as much notice as possible in making the leave request. 235 

 236 



Requests for more than 15 workdays in a calendar year should be referred to the Assistant 237 

Superintendent for Human Resources and School Operations for appropriate study. 238 

 239 

 240 

ANSWERS TO FREQUENTLY ASKED QUESTIONS ABOUT LEAVE 241 

 242 

• One-half day or less of leave is counted as one-half day.  Anything more than one-half 243 

day of leave is counted as one (1) day.  The only exception to this may be preapproved 244 

intermittent treatment for life-threatening illness (i.e., cancer treatment). 245 

• Leave before or after a holiday or break period, before or after achievement testing, 246 

during achievement testing, during in-service and board assigned days is very much 247 

discouraged and will be granted only for extreme circumstances.  Principals are expected 248 

to obtain the approval of the director of schools in approving personal leave during these 249 

times in accordance with state law (T.C.A. 49-5-711).  Principals are also expected to not 250 

approve personal leave when it is anticipated that more than 10% of teachers in the 251 

building are going to be absent.  All personnel are asked to avoid waiting until peak 252 

periods such as the end of school before taking leave time. 253 

 254 

• Note:  Occasionally a request for leave will be approved by the principal or supervisor 255 

and by the Assistant Superintendent for Human Resources and School Operations or 256 

Director of Schools only to later learn that the employee did not have leave days 257 

available for use.  If/when this happens, the signatures gained are null and void:  pay will 258 

be deducted for leave inadvertently approved but not available for use.  This usually, but 259 

not always, occurs in the last paycheck for the year. 260 

• Part-time employees are not entitled to leave benefits.  They are paid for time worked in 261 

accordance with time sheets. 262 

 263 

 264 

 265 

 266 

 267 

 268 

 269 

Related Board Policies: 5.104, 5.600, 5.1101, 5.302, 5.303, 5.304, 5.305, 6.200, 6.600, 6.601 270 


