






USE OF SEAT BELTS

Intermediate unit staff shall use motor vehicle safety belts whenever provided while
operating or riding in intermediate unit motor vehicles or when in private motor vehicles on
intermediate unit business.

Date of Adoption: October 21, 1987
Review and Readoption: June 16, 1993
Revised: June 17, 1998
Review and Readoption: June 18, 2003
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FAMILY MEDICAL LEAVE POLICY

The Chester County Intermediate Unit will comply with all of the requirements of the Family
Medical Leave Act of 1993, including the requirements as outlined below.  Eligible employees
may request an unpaid leave of absence for up to twelve weeks during a twelve month period
for the birth, adoption, or placement in foster care of a child; for the care of a spouse, child, or
parent with a serious health condition; or because a serious health condition of the employee
makes the employee unable to perform the functions of his or her job.  The twelve month
period for each employee shall be determined by the date on which the leave commences and
measured forward for a period of twelve months.

Provisions for leave covered by the FMLA which are available to employees through other
means, such as collective bargaining agreements, CCIU Board policy, Pennsylvania School
Code, state or federal statutes, or employee handbooks, shall continue in effect, unless
changed by the Board, the governing body, or the collective bargaining process.

Eligibility

To be eligible for family medical leave, an employee must meet the following criterion:

(1) The employee must have been employed by the CCIU for at least twelve months;

(2) The employee must have been employed by CCIU for at least 1,250 hours of service
during the twelve-month period immediately prior to the beginning of the leave.

Employees who do not meet the criterion stated above are not eligible for leave under the
FMLA; however, they may remain eligible for an unpaid leave of absence under other
conditions of employment.

Employees who are determined to be “key employees” (defined as being among the
highest paid ten percent of employees and whose prolonged absence could cause substantial
and grievous economic injury to operations) may be subject to denial and/or curtailment of
leave under FMLA.

Leave for Birth, Adoption or Placement in Foster Care of a Child

Leave for birth, adoption or placement in foster care of a child may be requested under the
following conditions:

(1) The request for leave must be submitted at least thirty days prior to the date the leave is to
begin under normal circumstances, or as soon as practical in unusual circumstances.

(2) The leave may begin before the birth or placement of a child, but may not be taken more
than twelve months after it unless state law allows.
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(3) A husband and wife employed by CCIU are limited to a combined total of twelve weeks
leave for the birth, adoption or placement in foster care of a child.

(4) Employees who, on the advice of their physician, are temporarily physically disabled due to
the birth of a child, and who are subsequently eligible for sick and/or disability pay, shall
have that time counted as part of the family medical leave, and not an addition to it.

(5) Employees may not take intermittent leave (leave taken in separate periods of time rather
than continuously) for purposes of birth, adoption or placement in foster care of a child.

Leave for a Serious Health Condition

Family medical leave may also be taken to care for the employee’s spouse, child or parent
(not parent-in-law) with a serious health condition, or because the employee’s serious health
condition makes the employee unable to fulfill the functions of his or her position.  A serious
health condition is an illness, injury, or physical or mental condition that involves:  (1) inpatient
care in a hospital, hospice or residential care facility; or (2) continuing treatment by a health
care provider.  Health care providers include doctors of medicine or osteopathy authorized to
practice medicine or surgery in the state in which they practice; podiatrists, dentists, clinical
psychologists, optometrists, and for certain treatment involving the manipulation of the spine,
chiropractors performing within the scope of their practice as authorized and defined by state
law.

Leaves for serious health condition may be granted under the FMLA with the following
conditions:

(1) Where leave for a serious health condition is foreseeable based on planned medical
treatment, the employee must make a reasonable effort to schedule the treatment so as
not to unduly disrupt the operations of the Intermediate Unit.  Moreover, the employee
must provide thirty days’ notice if practical, or if treatment requires the leave to begin in
less than thirty days, such notice as is practical.

(2) An employee may request the use of intermittent leave or a reduced leave schedule for a
serious health condition when this is medically necessary.

(3) An employee requesting leave based on a serious medical condition must submit
certification from the appropriate health provider to support the request.  Where the Board
and administration have reason to doubt the validity of the medical certification, they may
require the employee to obtain a second opinion, at the employer’s expense, from a health
care provider designated by the Intermediate Unit, who is not regularly used by the
organization.  If the opinions of the two health care providers differ, the Intermediate Unit
may require the employee to obtain certification from a third health care provider, who is to
be approved jointly by the employer and the employee, and whose opinion is binding.  The
Intermediate Unit will pay the cost for the third medical evaluation.
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(4) When an employee takes family medical leave because of the employee’s own serious
health condition, prior to a return to work, he or she must present certification from the
health care provider that he or she is able to resume work.

Special Rules for Instructional Employees

“Instructional staff” are defined as employees whose principal function is to teach and
instruct students in a class, small group or individual setting. (Instructional staff includes

 classroom teachers, speech and language therapists, hearing therapists, special subject
teachers, interpreters and driver education teachers.)  These special rules are:

(1) If an eligible instructional employee requests intermittent leave or leave on a reduced
schedule based on foreseeable planned medical treatment, and if the employee would be
on leave for more than 20 percent of the time, then the Intermediate Unit may require the
employee to choose either: (a) to take leave for a period or periods not greater than the
planned treatment; or      (b) to transfer temporarily to an available alternative position for
which the employee is qualified, which has equivalent pay and benefits, and which better
accommodates recurring periods of leave than does the employee’s regular position.

(2) For all types of family medical leave, the Board may require an instructional employee to
continue his or her leave until the end of a term (semester) if:

a) The leave begins more than five weeks before the term’s end, will last at least
three weeks, and the employee would return to work within three weeks of the end
of the term;

b) The leave is for a purpose other than the employee’s own serious health condition,
begins during the five-week period before semester’s end, will last more than two
weeks, and the employee would return during the two-week period before the end
of a term; or

c) The leave is for a purpose other than the employee’s own serious health condition,
begins during the three-week period before the end of a term, and will last more
than five days.

In these situations, the entire period of absence shall count as family medical leave.
However, if the annual family medical leave entitlement of an employee who is required to
take family medical leave until the end of a term ends before the end of the term, the Board
will continue health benefits until the leave ends.

Statement
of

Policy

NO.: 0918.10

TITLE: Family Medical Leave Policy

DATE ADOPTED/REVISED: June 18, 2003

PAGE 3 OF 4



Benefits under Family Medical Leave

Benefits under family medical leave are:

(1) Up to twelve weeks of Board paid medical coverage;

(2) Continued accrual of seniority for professional employees as defined in Section 1125.1 of
the Public School Code;

(3) The right to return to the position held before the leave commenced, or to an equivalent
position with equivalent benefits, pay, and other terms or conditions of employment.

EXCEPTION:  Key employees who are on family medical leave may be required to return to
work before the end of an approved family medical leave if the Board determines it will cause
substantial and grievous economic injury to the organization.  If the employee fails to return
from the leave in a reasonable amount of time, the Board may deny reinstatement at the end of
the leave.

Reference: Policy #0818.10
Family Medical Leave Act of 1993

Date of Adoption: February 16, 1994
Review and Readoption: June 17, 1998
Review and Readoption June 18, 2003
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UNPAID LEAVE OF ABSENCE

An employee who is unable to work due to personal illness or disability shall have the
responsibility of requesting an "unpaid leave of absence" upon the exhaustion of all accrued
leave (sick, personal, vacation).

The failure to submit such a request in a proper and timely manner shall be grounds for
dismissal.

An employee may request an unpaid leave of absence for reasons other than personal
illness or disability.  The Board reserves the right to determine the conditions and length of the
leave.

An employee who is on an unpaid leave of absence may be employed by the Intermediate
Unit as a substitute or for extra-duty assignments such as homebound instruction, curriculum
writing, etc.  Approval of the Executive Director is required in these situations.

When an unpaid leave is requested and granted, the employee may elect to remain a
member of the Intermediate Unit group insurance plans at his/her expense, subject to the
approval of the carrier(s).

Upon return to regular assignment, it shall be the responsibility of the employee to initiate
reinstatement of benefits through the Personnel office.

This policy pertains to full-time employees only.  Part-time employees are not eligible to
apply for an unpaid leave of absence.

Date of Adoption: February 15, 1984
Revised: February 15, 1989
Review and Readoption: June 16, 1993
Review and Readoption: June 17, 1998
Review and Readoption: June 18, 2003
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WORKER’S COMPENSATION INSURANCE POLICY
General

The Board will provide worker’s compensation insurance for all employees in compliance with
state law and in accordance with collective bargaining agreements.

Salary Payments While On Worker’s Compensation

Employees who are not able to work as a result of an injury sustained on the job and who
have been determined to be eligible for worker’s compensation may utilize accrued leave to
supplement the payments received from worker’s compensation.   Accrued leave may be used to
the extent that the payments received from worker’s compensation insurance plus the accrued
leave salary are equal to 100% of the normal net salary.  In no instance shall an employee be
permitted to use accrued leave if the amount received from worker’s compensation is equal to, or
greater than, their regular net salary.

Medical Benefits While On Worker’s Compensation

Employees who are receiving worker’s compensation benefits and who were receiving
medical benefits from the CCIU prior to their injury, will continue to receive medical benefits for up
to twelve months from the date of injury according to the schedule listed below.  After that date,
employees may purchase medical coverage at the prevailing COBRA rates until they return to work
or until they terminate employment with the CCIU.  Benefits provided will be equal to those of
active employees.

Schedule of Medical Benefits
CCIU Service Length of Board Paid Medical Benefits

Less than one year One month
12 to 36 months Twelve weeks*
37 to 48 months Four months
49 to 60 months Five months
61 to 72 months Six months
73 to 84 months Seven months
85 to 96 months Eight months
97 to 108 months Nine months
109 to 120 months Ten months
121 or more months Twelve months

*Consistent with the Family Medical Leave Act.

Reference: Policy #0818.16

Date of Adoption: May 20, 1998
Review and Readoption: June 18, 2003
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SUBSTITUTE PAY RATES

The Board approved a policy for calculating substitute employee pay rates for all support
staff, effective September 1, 1999.  A substitute will be paid ten percent (10%) less than the
hourly rate at Step 1 of the corresponding full-time position Step 1 rate.  A minimum rate of
$8.00 per hour will be set.

A predetermined differential approved by the Board will be paid to substitute instructional
assistants who work at the Career Center, SouthEast Secure Treatment Unit, Alternative
Education Programs, or Human Services Programs.

Date of Adoption: February 19, 1986
Revised: January 20, 1988

September 21, 1988
October 24, 1990

Review and Readoption: June 16, 1993
June 17, 1998

Revised: July 21, 1999
Review and Readoption: June 18, 2003
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1000 INDEX 1 REVISED 6/16/93

SECTION 1000 - EDUCATIONAL AND GOVERNMENTAL AGENCY RELATIONS

Educational

1001 Education Agency Relations Goals

1002 Relations With Other Schools and School Districts

1003 Relations With Education Research and Service Centers

1004 Relations With Cultural Institutions

1005 Relations With Colleges and Universities

1006 County Education Agency Relations

1007 State Education Agency Relations

1008 Federal Education Agency Relations

1009 Relations With Educational Accreditation Agencies

1010 Professional Visitors and Observers

Governmental

1011 Relations With Federal Government Authorities

1025 Relations With State Government Authorities

1050 Relations With County Government Authorities

1075 Relations With Local Municipal Authorities




