
Collin College  
043500  
  
COMPENSATION AND BENEFITS DEC 
LEAVES AND ABSENCES (LOCAL)  

Approved: 5-26-26  1 of 11 
  
  

 

Note: For College District contribution to employee insurance 
during leave, see CKD(LOCAL). For additional provi-
sions addressing the Family and Medical Leave Act 
(FMLA), see DECA(LEGAL). 

The District President or designee will develop procedures associ-
ated with employee leaves and absences and ensure the proce-
dures are used to implement the provisions of this policy. 

The Board provides a comprehensive program of leave benefits for 
full-time employees of the College District. 

Leave hours accrue on the last day of each month. An employee 
who is in a paid status (at work or on paid leave) on the last day of 
the month earns leave hours for that month.  

Employee absences are reported through a time and attendance 
reporting system. Supervisors ensure appropriate documentation 
and use of leave and take action, as needed, if an employee does 
not accurately report his or her absences. [See DMAA(LOCAL)] 

For purposes of the Family and Medical Leave Act (FMLA), the fol-
lowing eligible conditions apply: 

1. For the birth of a son or daughter, and to care for the newborn 
child; 

2. For placement with the employee of a son or daughter for 
adoption or foster care [For the rules regarding leave for 
“adoption” and “foster care,” see 29 C.F.R. 825.121]; 

3. To care for the employee's spouse, son, daughter, or parent 
with a serious health condition; 

4. Because of a serious health condition that makes the em-
ployee unable to perform the functions of the employee's job; 

5. Because of any qualifying exigency arising out of the fact that 
the employee's spouse, son, daughter, or parent is a military 
member on covered active duty (or has been notified of an 
impending call or order to covered active duty status); and 

6. To care for a covered service member with a serious injury or 
illness incurred in the line of duty if the employee is the  
spouse, son, daughter, parent, or next of kin of the covered 
service member. 

For purposes of this policy, “immediate family” is defined as a de-
pendent son or daughter, including a biological, adopted, or foster 
child; a stepchild; a legal ward, or a child for whom the employee 
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stands in loco parentis who is under the age of 18, or someone 18 
years or older who is incapable of self-care because of a mental or 
physical disability; and a spouse. 

The term “family emergency” will be limited to disasters and life-
threatening situations involving the employee or a member of the 
employee’s immediate family.  

A “leave day” for purposes of earning, use, or recording of leave 
will mean the number of hours per day equivalent to the em-
ployee’s usual assignment. 

An “academic year” as used in this policy will mean the term of the 
employee’s assignment during the College District’s Academic Cal-
endar adopted by the Board each year. For purposes of an em-
ployee’s entitlement to FMLA leave, the 12-month period will be 
measured forward from the date an individual employee's first 
FMLA leave begins, regardless of the academic year. 

For purposes of this policy, a catastrophic illness or injury is a se-
vere condition or combination of conditions affecting the health of 
the employee or a member of the employee’s immediate family. A 
catastrophic illness or injury is one that is expected to incapacitate 
the employee for an extended period of time (usually longer than 
five days) and that requires inpatient care in a hospital, hospice, or 
residential medical facility, or a regimen of continuing treatment of 
the employee by a health-care provider that requires absences 
from work for treatment. Such conditions typically require pro-
longed inpatient hospitalization or recovery or are expected to re-
sult in disability or death. Conditions relating to pregnancy or child-
birth will be considered catastrophic if they meet the requirements 
of this paragraph. The College District may require a second or 
third medical opinion, at its cost, to confirm that the illness or injury 
qualifies for catastrophic leave under this policy. 

An employee will not earn any form of paid leave when the em-
ployee is in unpaid status. An employee using full or proportionate 
paid leave will be considered to be in paid status. 

The College District will not approve paid leave for more leave 
days than have been carried over from prior years plus leave cur-
rently available. Any unapproved absences or absences beyond 
available paid leave will result in deductions from the employee’s 
pay. An employee’s final paycheck will be reduced for paid leave 
the employee used, but had not earned, as of the date of separa-
tion.  

Paid leave will be prorated based on the actual time employed 
within an academic year.  
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An employee will submit medical certification of the need for leave 
if: 

1. The employee is absent more than three consecutive work-
days because of personal illness or illness in the immediate 
family; or 

2. The College District requires medical certification due to a 
questionable pattern of absences or when deemed necessary 
by the supervisor or District President; or 

3. The employee requests FMLA leave for the employee’s seri-
ous health condition; for a serious health condition of the em-
ployee’s spouse, parent, or child; or for military caregiver 
leave. 

In each case, medical certification will be made by a healthcare 
provider as defined by the FMLA. [See DECA(LEGAL)] 

For leave approved under this policy, the College District adopts 
the following order of use. 

1. Earned compensatory time will be used before any 
available paid leave. [See DEA]2. Use of leave 
under the sick leave bank will be permitted only after 
all available local or other leave has been ex-
hausted.3. When an employee is approved for 
FMLA leave, the College District will require the em-
ployee to contemporaneously use available paid 
leave, including, but not limited to, paid sick time, 
paid vacation time, or compensatory time. 

Each full-time employee will earn eight hours of paid sick leave per 
month in accordance with administrative procedures and guide-
lines issued by the HR/Benefits department. 

Sick leave will accumulate to a maximum of 720 hours. 

Sick leave will only be used after any applicable compensatory 
time has been exhausted for the following: 

1. Illness of the employee. 

2. Illness of a member of the employee’s immediate family [see 
Immediate Family, above]. 

3. Up to a total of three days (24 hours) of accrued sick leave 
each fiscal year can be used for extended family members for 
medical appointments, dental appointments, or to provide  
care for illness. Employees who are approved to take FMLA 
leave to care for the serious health condition of an extended 
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family member may use more than the cap of 24 hours of ac-
crued sick leave while the employee remains on approved 
FMLA leave. For purposes of this policy, extended family 
members include parents, grandparents, adult children, 
grandchildren, siblings and in-laws, and step and foster rela-
tionships of the preceding. 

4. Family emergency. 

5. Birth or placement of a child when taken within the first year 
after the child’s birth, adoption, or foster placement. 

6. Contribution to the sick leave bank. 

The College District will offer paid sick leave to adjunct faculty 
members under this policy to provide pay continuity as a result of 
illness-related absences of the adjunct faculty member.  

Adjunct faculty are eligible to receive the equivalent of one week, 
as defined below, of paid sick leave per course each semester they 
are employed.  

For purposes of this policy, the phrase “equivalent of one week” is 
defined as 1/16th of the total course contact hours, (for example, 
three of 48 contact hours or four of 60 contact hours)., irrespective 
of the period of time over which the course is scheduled. Paid sick 
leave for adjunct faculty members is granted on a per-semester ba-
sis and does not accrue over semesters. 

The College District will establish a voluntary sick leave bank to 
which all full-time employees, excluding employees in grant-funded 
positions, may contribute up to 40 hours of earned but unused sick 
leave per year.  

All full-time employees, excluding employees in grant-funded posi-
tions, may apply for leave from the sick leave bank if the employee 
enrolls in the sick leave bank and contributes a required amount of 
sick leave hours.  The enrollment and eligibility criteria for the sick 
leave bank will be included in administrative procedures and guide-
lines issued by the HR/Benefits department. 

An eligible full-time employee may request leave from the bank if 
the employee experiences a catastrophic illness or injury as de-
fined in this policy and has exhausted all paid leave and any appli-
cable compensatory time. 

If the employee is unable to request leave from the sick leave 
bank, a member of the employee’s family or the employee’s super-
visor may submit the request. 
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Only full-time benefits-eligible employees, who enroll in the sick 
leave bank and contribute a required amount of sick leave hours, 
are eligible to  apply for use of the sick leave bank while on an ap-
proved medical leave. 

. 

The District President or designee will develop the guidelines and 
procedures for the operation of the sick leave bank that address 
the following: 

1. Procedures to request leave from the sick leave bank; 

2. The maximum number of days per academic year an eligible 
full-time employee may receive from the sick leave bank; 

3. The administrator authorized to consider requests for leave 
from the sick leave bank and criteria for granting requests; 
and 

4. Other procedures deemed necessary for the operation of the 
sick leave bank. 

A College District peace officer or a full-time telecommunicator, as 
defined by law, who experiences a traumatic event in the scope of 
employment will be granted a maximum of three days of mental 
health leave per traumatic event. Such leave will be provided in ac-
cordance with administrative procedures and guidelines and will 
not be deducted from the employee’s pay or leave balance. 

The District President will develop regulations regarding mental 
health leave that address the following: 

1. Circumstances or reasons under which an eligible employee 
may use mental health leave; 

2. Procedures for requesting mental health leave and maintain-
ing the anonymity of the requester; 

3. The administrator authorized to approve requests for mental 
health leave; and 

4. Other procedures deemed necessary for administering this 
provision. 

A College District peace officer or an emergency medical techni-
cian on staff will be granted quarantine leave when ordered by the 
local health authority or the person’s supervisor to quarantine or 
isolate due to possible or known exposure to a communicable dis-
ease while on duty. Such leave will be provided in accordance with 
administrative procedures and guidelines and will not be deducted 
from the employee’s pay or leave balance. 
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The District President will develop regulations regarding quarantine 
leave that address the following: 

1. Continuation of all employment benefits and compensation for 
the duration of the leave; 

2. Reimbursement for reasonable costs related to the quaran-
tine; and 

3. Other procedures deemed necessary for administering this 
provision. 

Following a leave of absence with full pay as required by law, the 
College District will extend the leave of absence for a police of-
ficer’s or emergency medical services personnel’s line of duty ill-
ness or injury in accordance with medical certification and state 
regulations..  

The extended leave of absence will not exceed 60 workdays. 

The extended leave of absence will be taken with no loss of pay. 

In accordance with law, following an extended leave of absence, 
the police officer or emergency medical services personnel may 
use accumulated leave. 

For purposes of an employee’s entitlement to FMLA leave, the 12-
month period will be measured forward from the date an individual 
employee’s first FMLA leave begins. 

 

When both spouses are employed by the College District, the Col-
lege District provides a combined total of 12 weeks (in any combi-
nation) of FMLA leave for the birth, adoption, or placement of a 
child, or to care for a parent with a serious health condition. The 
College District will limit military caregiver leave to a combined total 
of 26 weeks.  

The College District will permit use of intermittent or reduced 
schedule FMLA leave for the care of a newborn child or for the 
adoption or placement of a child with the employee.  

When an employee requests leave, the employee will provide certi-
fication, in accordance with FMLA regulations, of the need for 
leave. 

In accordance with administrative procedures and guidelines, when 
an employee takes FMLA leave due to the employee’s own serious 
health condition, the employee will provide, before resuming work, 
a fitness-for-duty certification. If the College District will require cer-
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tification of the employee’s ability to perform essential job func-
tions, the College District will provide a list of essential job func-
tions to the employee.  

If, at the expiration of FMLA leave, the employee is able to return to 
work but chooses not to do so, the College District may require re-
imbursement of premiums paid by the College District during the 
leave.  

The College District prohibits employees from engaging in any em-
ployment with another employer, supplemental employment, or 
providing non-employment services for compensation (“moonlight-
ing”) during any type of leave approved under this or any other 
Board policy, other than vacation leave. This prohibition does not 
apply to employees who have received written approval to engage 
in outside employment or employees engaged in military service 
while on approved military leave. 

Each employee (including each parent if both are employed with 
the District) who has been employed in a benefits-eligible position 
for at least 12 months is eligible to use 10 days of paid parental 
leave at the time of the birth or adoption of a child. Parental leave 
must be coordinated with the employee’s concurrent leave under 
the FMLA and is available for use from the time of birth or place-
ment of the child only. Parental leave must be used while the em-
ployee is on the related FMLA leave and does not accrue or remain 
available for use at a later date. Adjunct faculty, part-time employ-
ees, and employees on leave without pay status are not eligible for 
paid parental leave as outlined in this policy but may be eligible for 
unpaid FMLA leave. 

Each full -time employee will earn 24 hours of paid leave each fis-
cal year to conduct personal business in accordance with adminis-
trative procedures and guidelines. Personal leave will be noncumu-
lative. 

The employee will submit a request for use of personal leave in ad-
vance in accordance with administrative procedures and guide-
lines. In deciding whether to approve or deny personal leave, the 
supervisor or designee will not seek or consider the reasons for 
which an employee requests to use leave. The supervisor or de-
signee will, however, consider the effect of the employee’s absence 
on the educational program or College District operations. 

Each full-time, 12-month staff and administrative employee will 
earn paid vacation in accordance with the schedule published in 
administrative procedures and guidelines. 
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Upon successful completion of the new employee 90-day (calendar 
day) probationary period, each eligible employee will receive vaca-
tion credit retroactive to the original service date, in accordance 
with the published vacation plan. Employees who terminate em-
ployment prior to completion of the new employee probationary pe-
riod will have no accrued vacation credit. 

Use of vacation leave will not exceed 15 consecutive College Dis-
trict workdays. 

Carryover of earned but unused vacation hours will be permitted 
within the guidelines established by the District President or de-
signee. 

If sufficient funds are available in the Board-approved budget or 
from other appropriate funding sources, the District President may 
authorize a payment of up to 160 hours of an employee’s earned 
but unused vacation leave hours. This payment would be in lieu of 
time off when an employee is not permitted or able to take re-
quested vacation leave due to workload, special projects, or critical 
needs of the college, as designated by the District President or de-
signee. 

If sufficient funds are not available, the request must be submitted 
to the Board for consideration to allocate the needed funds from 
appropriate reserve accounts. 

An annual report of any authorized payments to employees under 
this sub-section of the policy will be presented to the Board as an 
information item following the fiscal year end. 

Employees beyond the initial 90-day probationary period, who ter-
minate eligible employment with the College District, will be paid 
for the current fiscal year’s earned but unused vacation hours and 
up to a maximum of 80 hours of earned but unused carryover va-
cation hours from prior fiscal years. 

The employee will submit a request for use of vacation leave in ad-
vance in accordance with leave of absence procedures and guide-
lines. In deciding whether to approve or deny vacation leave, the 
supervisor or designee will consider the effect of the employee’s 
absence on the educational program or College District operations. 

Sabbatical leaves are available to provide College District employ-
ees with a significant opportunity for professional growth. Sabbati-
cal leaves are granted based on a review and recommendation by 
the sabbatical committee in response to the published priorities for 
the year, with subsequent review and recommendation by the cam-
pus provost and senior vice president of campus operations, with 
approval consideration by the District President and the Board. 
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Sabbatical leaves are not granted on the basis of seniority and are 
not an entitlement. 

Sabbatical leave may be granted, upon application, for study, re-
search, writing, field observations, or other suitable purposes such 
as completing a degree, improving skills, and maintaining currency 
in the employee’s discipline or field or otherwise as specified in ad-
ministrative procedures and guidelines. 

Eligible employees [see definition at DEC(LEGAL)] may apply for a 
sabbatical upon completion of five years of continuous full-time 
service. Six years of continuous full-time service must be com-
pleted before a sabbatical can commence. 

The leave will be for one academic year at one-half of the faculty 
member’s regular salary or for one-half academic year at full regu-
lar salary. Failure to return for all or part of the one-year period will 
make the person liable for the return of all, or part, of the sabbatical 
stipend in proportion to the percent of time not completed. 

An otherwise eligible employee who has received a sabbatical 
leave within the past five years, whose position is funded by an ex-
ternal grant or contract, or who is in his or her last year of full-time 
employment with the College District is ineligible for sabbatical 
leave. 

The chief human resources officer and the chair of the sabbatical 
leave committee are available to answer questions concerning the 
sabbatical leave policy and administrative procedures and guide-
lines. 

A full-time benefits-eligible employee may receive up to 40 hours of 
paid bereavement leave upon the death of an employee’s spouse, 
child, or parent..  

A full-time benefits-eligible employee may also receive up to 24 
hours of paid bereavement leave upon the death of other family 
members of the employee to include siblings, grandparents, grand-
children, parents-in-law, and siblings-in-law, or other person who 
occupies a position of similar importance in the employee’s family 
in accordance with administrative procedures and guidelines. , in-
cluding an employee’s step and foster relationships of the above.  

Bereavement leave will be noncumulative. 

"Critical illness" is defined as a life-threatening condition. 

A full-time employee will be granted up to 24 hours of paid critical 
illness leave for absences associated with the critical illness of an 
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immediate family member or other family members of the em-
ployee to include siblings, grandparents, grandchildren, parents-in-
law, and siblings-in-law, or other person who occupies a position of 
similar importance in the employee’s family, in accordance with 
procedures.  

Critical illness leave will be noncumulative. 

Note: Workers’ compensation is not a form of leave. The work-
ers’ compensation law does not require the continuation 
of the College District’s contribution to health insurance.  

An absence due to a work-related injury or illness will be desig-
nated as FMLA leave, if eligible for FMLA leave. 

The College District will not permit the option for paid leave offset 
in conjunction with workers’ compensation income benefits. 

Up to 40 hours of leave without pay may be granted to a full-time 
employee for extraordinary circumstances that cannot be ad-
dressed within the paid leave benefits provided by the College Dis-
trict, in accordance with administrative procedures and guidelines.. 

Up to 20 hours of leave without pay may be granted to a part-time 
employee for extraordinary circumstances that cannot be ad-
dressed within the paid leave benefits provided by the College Dis-
trict, in accordance with administrative procedures and guidelines. 

. 

A full-time employee who has not yet worked the required 12 
months and 1250 hours to qualify for FMLA leave may take a maxi-
mum of 160 hours of leave without pay for his or her own serious 
health condition or for the serious health condition of the em-
ployee’s spouse and dependent children of the employee. 

When an employee is close to using all earned paid and unpaid 
approved leave, the College District will  notify  the employee via 
email or letter to the addresses on file explaining that his or her 
leave is almost exhausted and the notification requirements for re-
turning to work.  

If the employee’s absence is due to his or her own medical condi-
tion, the employee must present a written medical clearance form, 
signed by a health-care professional who verifies the employee is 
able to perform the essential functions of his or her position, and a 
description of any requested job-related accommodations, as re-
quired on or before the deadline issued by the College District. 

[See DMAA] 
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If an employee is not medically released to return to work, with or 
without restrictions, when all available paid and unpaid leave has 
been exhausted, the employee’s employment with the College Dis-
trict will end, absent a request by the employee for a reasonable 
accommodation. Communications with the employee will be con-
sistent with administrative procedures and guidelines. 

An employee is expected to vote before or after his or her sched-
uled working hours unless voting at a polling location on a College 
District campus. In the rare instance that this is not possible, the 
employee may request prior approval from his or her supervisor for 
time off, not to exceed two hours, to vote. 

Absences due to compliance with a valid subpoena for College 
District-related business or for jury duty will be fully compensated 
by the College District and will not be deducted from the em-
ployee’s pay or leave balance. 

Absences due to compliance with a valid subpoena for personal 
business will be deducted from the employee’s personal leave or 
vacation leave or result in loss of pay at the employee’s daily rate 
for each day of work missed. 

Any other absences or granted leaves of absence will result in an 
appropriate deduction from pay or deduction from eligible leave 
balances, consistent with the College District’s administrative pro-
cedures and guidelines.. 
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