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4510.03: BUSINESS AND EMERGENCY LEAVE


https://www.mpsomaha.org/board/policies/451003-business-and-emergency-leave

|. Paid leave may be granted to eligible employeesfor personal business obligations or unforeseen
emer gencies (hereinafter " B/E leave’) which cannot be scheduled on non-duty days or at atime other than
during working hours.

I1. Requestsfor B/E leave shall bereviewed by the employee’ simmediate supervisor. Approval of B/E leave
shall be at the sole discretion of the District and will be based upon the following factors:

A. Theparticular datetheleaveisrequested,

B. The number of requestsfor the daterequested,

C. The availability of a substitute (if needed), and

D. Any other factors deemed relevant by the District.

I11. Sufficient Groundsfor B/E Leave:

A. Examples of situationsfor which B/E leave may be granted are;

1. Legal matterswhich cannot be arranged at a time other than during working hours.

2. To attend the funeral of afriend or non-immediate family member.

3. Doctor or dental appointmentsfor employee or immediate family memberswhich cannot be scheduled at
atime other than during working hours.

4. Employee's college requirementsincluding, but not limited to, meeting with an advisor, taking tests and
other District approved cour se requirements which cannot be scheduled at a time other than during
working hours.

5. Closing on the sale or purchase of employee’s personal primary residence.

6. Moving to or from a house which cannot be scheduled at a time other than working hours.

7. Weddings and/or graduations of the employee, of a family member (including a non-immediate family
member), of afriend, or when the employee’s children participate.

(Note: Employees are limited to paid leave for the day of the graduation or wedding; however, a second B/E
day will be allowed for travel if the ceremony is more than 200 miles away.)



8. Attending a competition wher e the employee isthe spouse of an employee?participant or the parent of a
student?participant.

9. Observation of major religious holiday as approved by the Human Resour ces Office.
10. District approved cour se-work.

11. Seriousillness of afriend or family member (including non-immediate family members).



12. Designated remote-lear ning/online lear ning days when school is closed, but classes ar e continued online.

B. Examples of I nsufficient Groundsfor B/E L eave:

1. Accompanying a spouse on a businesstrip or vacation.

2. Applying or interviewing for a position outside the District.

3. Entertaining, shopping and/or running errands.

4. Closing on the sale or purchase of rental, business, or secondary property.

5. Looking for housing.

6. Personal recreational activities, (e.g. hunting, fishing, hobbies, family or personal
vacations and family businesstrips.)

C. Leave without pay may be granted for any of the above groundsif approved by the Superintendent or
his’her designee.

V. Definitions:

A. " Eligible employees’ shall mean employees who have not exhausted their paid leave (i.e. paid sick leave)
provided for by the applicable collective bar gaining agreement or Board approved administrative allowance
in the absence of a collective bargaining agreement. Use of B/E leave shall reduce the paid leave allocation of
the employee.

B. " Immediate family” shall mean employee’s spouse, parents, children, grandchildren, brothers, sisters,
grandpar ents, mother ?in?law, father ?in?law, brother ?in?law, sister ?in?law, son?in?law, daughter ?in?law,
spouse' sgrandparents or any other relative who isa permanent resident in the employee’ s home or for
whom the employee has specific legal responsibility.

C.“Working hours” shall mean the regularly scheduled hours of work assigned to an employee as
determined by the Superintendent or designee and in accordance with applicable collective bargaining
agreement or Board approved administrative allowance in the absence of a collective bar gaining agreement.
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