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RESOURCES
By phone

HR Technician, Certified:............................................480-472-0402
HR Technician, Classified: ..........................................480-472-0427
Employee Benefits: ....................................................480-472-7222
Payroll: ....................................................................480-472-0444
ASRS: ......................................................................602-240-2000
ASRS Long Term Disability (Sedgwick): ........................800-495-9301

On the web
Human Resources (intranet only): www.mpsaz.org/hr

Employee Benefits: www.mpsaz.org/eb

ASRS: www.azasrs.gov

ASRS Long Term Disability (Sedgwick):
www.sedgwickcms.com/calabasas

medical separation. If you are able to return before the end of the 
12-week period, and are rehired, your employment will be reinstated 
without a break in service.

If you return to active employment, you must submit written medical 
certification to HR, indicating your ability to perform the essential 
functions of the position, with or without restrictions.
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WHEN LEAVE 
OPTIONS ARE EXHAUSTED

PART-TIME EMPLOYEES 
NOT ELIGIBLE FOR FMLA
If you are a part-time employee and do not meet the criteria for a leave,
you have two options for extended time away from work:

• You may be absent up to 3
weeks if there is a compelling 
reason that prevents you from
being able to do your job. If that
reason is medically-related, you
must provide certification from
your physician on the district
form, which is available from
the HR Technician.

• You may be absent for up to 
6 weeks for your own medically-
related condition. You must 
provide certification from your
physician on the district form,
which is available from the HR
Technician.

When you have exhausted all options for a leave of absence, one of the
following must occur.

1. Resign. If you are unable to work at the end of your leave of
absence, you may submit a letter of resignation which states the rea-
son for your resignation.

2. Return to work. An employee returning from a leave of absence 
due to illness or injury must submit to the Human Resources
Department a written medical certification indicating the employee’s
ability to perform the essential functions of the position, with or 
without reasonable accommodation.

3. Be medically separated from the district. If the employee fails
to provide medical certification within 5 consecutive working days of
exhausting all applicable leave options, the district will dismiss the
employee on the basis of inability to perform employment functions.

If you require 7 to 12 weeks off for a medically-related personal 
condition, your employment will cease either by resignation or a 
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There are times when you may
need to take time off work for 
personal illness, family illness, and
other personal reasons. The 
federal Family and Medical Leave
Act (FMLA) allows eligible 
employees to take leave from
work, while protecting their job
and health benefits. 

In addition, Mesa Public Schools
provides eligible employees with
various types of long-term leave. 
In consultation with employee
groups and subject to review and
approval by the Governing Board,
the Superintendent has developed
regulations that define the types of
leave, quantify the amount of
leave an employee may receive,
and describe when and how leave
may be used. 

The district defines a long-term
leave as an absence of more than
5 consecutive work days, for a
reason other than vacation.
Vacation time is only available to
12-month contract employees.

This booklet will provide informa-
tion regarding your options for 
a long-term leave of absence,
whether it is a FMLA leave or 
other district-provided long-term
leave. Additional information is
found in Governing Board policy
GBBD and the supporting regula-
tions. The district complies with all 
federal laws and regulations 
concerning leaves and absences
from work. 

INTRODUCTION

The Maximum duration of long-term leave will be computed on the basis
of workdays. The duration of any long-term leave or combination of
leaves used during a rolling 36-month period will not exceed the total
number of workdays in one contract year for the employee’s position.
For example, if a teacher with a 185-workday contract requests long-
term leave, the district may grant no more than 185 workdays of leave,
less any workdays of long-term leave taken during the prior 36 months.
A longer leave period may be allowed if required by section 504 of the
Rehabilitation Act of 1973 or other federal law or regulation.

DURATION
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INSURANCE
During unpaid long-term leaves,
Mesa Public Schools will maintain
the district-provided benefits and
optional employee-paid benefit
plans for you on the same terms
and conditions as if you had con-
tinued to work.

Questions regarding insurance
coverage, continuation and premi-
um payments should be directed
to the Employee Benefits
Department: 480-472-7222.

SHORT-TERM DISABILITY
Short-Term Disability (STD) is a 
voluntary benefit that you may 
purchase. STD replaces lost
income for up to 26 weeks if you
are unable to perform all duties of
your occupation. You may select a
benefit level based on your gross
annual salary. The benefit pays
the first day following a non 
work-related accident and the
eighth day following an illness
(pregnancy/childbirth is consid-
ered an illness). 

Acceptance for STD coverage is
guaranteed. You do not need to
complete a health questionnaire.
However, there is a 12-month 
pre-existing condition exclusion.
You may only apply during the
open enrollment period or within
31 days of your contract start date.

Details about the STD benefit,
including claim conditions and
exclusions, can be found on the
Employee Benefits web site.

LONG-TERM DISABILITY
Long-Term Disability (LTD) benefits
are provided through your 
participation in the Arizona State
Retirement System (ASRS). The LTD
plan pays 66 2/3% of your
monthly salary after you have
been disabled for 180 days. Your
monthly benefit will continue until
you recover, reach age 65, or
retire, whichever occurs first.

In addition, points are earned for
retirement while receiving LTD ben-
efits, even after you must resign
your employment with the district.

Contact the Employee Benefits
Department for appropriate 
paperwork: 480-472-7222.

Additional resources are listed on page 14 to assist you in getting com-
plete information regarding your leave options and benefits.
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The Family and Medical Leave Act allows eligible employees to take up
to 12 weeks of leave in a rolling 12-month period. Qualifying leave
under this federal act is designated as FMLA. FMLA leave may be taken
for the following reasons:

FAMILY AND MEDICAL LEAVE (FMLA)

• for a serious health condition
that makes the employee unable
to perform his/her job.

• to care for the employee’s child
after birth, or placement for
adoption or foster care.

• to care for the employee’s
spouse, son or daughter or par-
ent (but not an in-law) who has a
serious health condition.

• for incapacity due to pregnancy,
prenatal care, or childbirth.

In addition, Military Family Leave entitlements are available to eligible
employees.

Eligibility for FMLA Leave
An employee must meet both of the following criteria to be eligible for
FMLA leave:
1. the employee has been actively employed for a total of 12 months

(not consecutive)

2. the employee has completed at least 1,250 hours of service, 
excluding any unpaid leave, in the 12-month period immediately
prior to the time the leave is to commence

11

NON-MEDICAL LONG-TERM LEAVES
The district offers other types of long-term leaves to qualifying 
employees. Types of leave available are:

• Personal leave (certificated staff only)
• Continuing Education Leave
• Leave for Elected Office
• Sabbatical leave (certificated staff only)
• Hardship leave

Policy GBBD-R(6)+(9) provides
complete guidelines for all types of
long-term leaves. Each type of
long-term leave has specific eligi-
bility criteria and rules. Not all
types of leave are available for all
employee groups. Non-medical
long-term leaves are unpaid, 
however Sabbatical leave will be
partially paid in accordance with
policy GBBD-R(6).

Qualifying employees are limited
in the amount of long-term leave
they may take. 

For specific guidelines and
requirements for each type of 
long-term leave, see policy 
GBBD-R(6).

MILITARY LEAVE 
Employees must provide their immediate supervisors with advance
notice of military service and a copy of their official orders, unless 
military necessity prevents the employee from doing so. Policy 
GBBD-R(3) provides complete guidelines for paid and unpaid 
Military Leave. 
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Serious health condition means an illness, injury, impairment, or 
physical or mental condition that involves any of the following:

• A period of incapacity or 
treatment in connection with
inpatient care, i.e., overnight
stay in a hospital, hospice, or
residential medical care facility.

• A period of incapacity requiring
absence from work or regular
daily activities for more than
three full calendar days and
requiring treatment by a health
care provider.

• A period of incapacity or 
treatment by a health care
provider for a chronic or 
long-term health condition.

• Any period of absence to
receive multiple treatments by a
health care provider (e.g., dialy-
sis, radiation, chemotherapy).

• A period of incapacity due to
pregnancy or for prenatal care.

Health care provider means any doctor of medicine or osteopathy who is
authorized to practice medicine or surgery by the state in which the 
doctor practices and other persons capable of providing health services
as described in FMLA regulations 29 CFR §825.118. For a list of other
health care providers, please contact Human Resources.

Making a Request for FMLA Leave
An employee should request FMLA leave when the need for such leave
is foreseeable. In such instances, the request should be made at least 
30 days prior to the time the leave is to commence. Otherwise, the
employee must make the request as soon as practicable after the need
for leave is known. 

To request FMLA leave, call the appropriate HR staff member (Certified
HR Technician or Classified HR Technician). You will be sent a leave of
absence packet, which includes the doctor’s certification form. The fol-
lowing documents are required for a leave of absence:
• A personal letter of request from

the employee that includes the
purpose of the leave, the expect-
ed leave start date and dura-
tion, and any other information
that would help the district deter-
mine if the leave qualifies as
FMLA leave.

• A health care provider’s written
verification of a serious health
condition on the district-provid-
ed form OR documentation
establishing childbirth, adoption
or foster care placement.

Human Resources will initiate a Personal Action Request Form (PARF) for
the leave once sufficient information is received.
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ACADEMIC TERM LEAVE 
Instructional employees (teachers and aides) will be required to contin-
ue their FMLA or Long-Term Health Leave if one of the following sets of
conditions applies: 

I. FMLA or Long Term Health leave for any reason 
and 
a) begins more than 5 five weeks before the end of the semester 
b) is at least 3 weeks duration 
c) the return to work would occur during the last 3 weeks of 

the semester 

II. Leave is for other than the employee’s own serious health condition 
and 
a) begins within the last 5 weeks of the semester
b) is greater than 2 weeks duration 
c) the return to work would occur during the last 2 weeks of 

the semester 

III. Leave is for other than the employee’s own serious health condition 
and
a) begins within the last 3 weeks of the semester
b) is greater than 5 days duration 
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FMLA Rules
FMLA leave will not exceed 12
weeks in any rolling 12-month
period. The district uses a “rolling”
method to calculate FMLA leave.
Under the “rolling” method, each
time an employee takes FMLA
leave, the remaining leave 
entitlement is the balance of the
12 weeks, if any, that was not
used during the immediately pre-
ceding 12 months.

A husband and wife who are 
eligible employees may only take
a combined total of 12 weeks of
FMLA leave during any 12-month
period if leave is taken for the
birth or care of a newborn, or
placement with the employee of a
child for adoption or foster care.

FMLA leave taken in connection
with childbirth, adoption, or foster
care placement must be completed
within the 12-month period of 
entitlement.

The district may obtain a second
opinion from a health care
provider that is chosen and paid
for by the district. Should the 
opinions conflict, the district and
the employee may choose a third
health care provider to obtain a
binding opinion.

The district may require that 
the employee submit updated 
certification during the leave. Each 
certification must use the district-
prescribed form or its equivalent.

Employees taking FMLA who are
not receiving benefits through
Worker’s Compensation will be
required to use all available 
accruals of sick leave, vacation,
personal leave and compensatory
time. Accruals for sick leave and
vacation will be suspended after
30 days of paid FMLA or during
any unpaid FMLA.

The military caregiver leave is
available during a single 12-
month period during which an eli-
gible employee is entitled to a
combined total of 26 weeks of all
types of FMLA leave.

Any leave period taken pursuant
to an approved Worker’s
Compensation claim will be 
counted against the employee’s
FMLA leave entitlement. During
this period, the employee will
receive salary from Worker’s
Compensation only. 

On paid FMLA leave employees
will use accrued sick leave, 
vacation, personal leave and 
compensatory time. Unpaid FMLA
leave begins when all accruals
have been used.
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MEDICAL LEAVE 
ASSISTANCE PROGRAM
An employee who has depleted their sick leave, vacation, personal
leave and comp time as a result of their own prolonged illness or injury
may apply to participate in the Medical Leave Assistance Program. This 
program allows qualified employees to receive sick leave from qualified
donors. “Prolonged illness or injury” is defined as a non-work related ill-
ness or injury that is anticipated to last for the continuous period of time
of four or more weeks as verified by a licensed heath care practitioner.

To participate, the employee must meet the criteria described in 
policy GBBD-R(2), complete a Medical Leave Assistance Program
Request form, and provide the required supporting documentation.

Employees who wish to donate sick leave must meet separate criteria,
also described in policy GBBD-R(2).  Donations are submitted to Human
Resources on a Sick Leave Donation form for approval or disapproval.

Medical Leave Assistance Program Rules
For a complete list of criteria and rules for participants and donors, 
see policy GBBD-R(2) and the related forms.  

The need for donations will be posted at each work site and on the
Human Resources internet site. Donations can only be made to 
qualified participants as indicated by an official posting and only 
during the 10 day period of the posting.  

Donations that are received in Human Resources before or after the offi-
cial posting period will be denied. All donations must be made volun-
tarily; other than in the official posting, donations shall not be solicited.
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If you paid for all or part of your
insurance coverage before leave,
you will be required to continue
the coverage during your leave
through payroll deduction or by
direct payment to the Employee
Benefits Department.

Intermittent FMLA leave is avail-
able when medically necessary.
A schedule of absences must be
provided when possible. Please
see page 8 for further details.

Returning to Work Following FMLA Leave
All employees returning from FMLA leave based on the employee’s own
serious health condition must submit medical certification on a 
district-prescribed form or its equivalent that the employee is cleared to
return to work, with or without reasonable accommodation.

Instructional employees will be required to remain on leave if the return
occurs near the end of a semester. Please see page 10 for further details.

8

INTERMITTENT LEAVE 
“Intermittent” means taking leave in a block of time or by reducing the
employee’s normal weekly or daily work schedule.  
Intermittent FMLA is available when medically necessary and when a
schedule of absences can be provided. Qualifications and eligibility are
the same as for full-time FMLA leave, but intermittent FMLA leave 
following birth or placement of a child for adoption or foster care
requires District approval. 
Employees whose principal job function is to teach and instruct will 
be required to take full-time leave if the intermittent leave is more than
20 percent of the working days during the leave period.
Please be aware that the district may request an updated certification
from your physician if the duration, schedule, and/or frequency of
absences exceed the original certification in order to reevaluate the
appropriate type of leave.
You may request an intermittent leave by filling out the “Intermittent
Leave Request” form, which is available by calling Human Resources.
Complete details are found in regulation GBBD-R(1) item 6, under Leave
Rules.

Questions regarding insurance coverage, continuation, and premium
payments should be directed to the Employee Benefits Department.
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•The district, in its sole discretion,
may grant long-term health
leave in incremental periods,
provided that the incremental
periods in combination will not
exceed the maximum duration
for which the employee is eligi-
ble.

•The district may base its decision
whether to grant long-term
health leave or to grant an addi-
tional incremental amount of
leave on factors that include:
>The current prognosis of the

health condition as noted in
writing by a physician or other
qualified heath care provider,
indicating the employee is
expected to return to work
without exceeding the maxi-
mum amount of leave for
which the employee qualifies.

>The current status of an appli-
cation for long-term disability
(LTD) benefits with the Arizona
State Retirement System.

•During paid or unpaid long-term
health leave, Mesa Public
Schools will maintain the district
provided benefits and optional
employee paid benefits plans
for you on the same terms and
conditions as if you had contin-
ued to work.

•If the employee remains absent
from work after long-term health
leave is denied or expired, the
employee’s absence from work
will be treated as unauthorized
leave pursuant to Administrative
Regulation GBBD-R(8).

GENERAL INFORMATION

Returning to Work Following Long-Term Health Leave
All employees returning from long-term health leave must submit 
medical certification on a district-prescribed form or its equivalent that
the employee is cleared to return to work, with or without reasonable
accommodation.

Instructional employees will be required to remain on leave if the return
occurs near the end of a semester. This procedure will apply equally to
non-instructional employees whose contract is for the academic year.
Please see page 10 for further details.
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LONG-TERM HEALTH LEAVE
Eligibility for Long-Term Health Leave
An employee who suffers from a serious health condition that prevents
him or her from performing the essential functions of the job may apply
for long-term health leave if one of the following requirements is met:

• The employee has been
employed for 3 or more consecu-
tive contract years and requires
long-term health leave in excess
of available FMLA leave.

• The employee has not complet-
ed a sufficient number of cumu-
lative months of employment
and hours of service to be 

eligible for FMLA leave, and 
the duration of the long-term
health leave will not exceed 
12 weeks in any rolling 
12-month period.

• Long-term health leave is
required as an accommodation
by federal law or regulation.

Making a Request for Long-Term Health Leave
The procedure for requesting a long-term Health leave is the same as for
FMLA leave, found on page 3 of this booklet. Documentation required
by the district to verify the need for long-term health leave must be
received within 15 days of the leave start date, or the leave request may
be denied.

Questions regarding insurance coverage, continuation, and premium
payments should be directed to the Employee Benefits Department. The
length of time coverage is maintained may vary.
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INTERMITTENT LEAVE 
“Intermittent” means taking leave in a block of time or by reducing the
employee’s normal weekly or daily work schedule.  
Intermittent FMLA is available when medically necessary and when a
schedule of absences can be provided. Qualifications and eligibility are
the same as for full-time FMLA leave, but intermittent FMLA leave 
following birth or placement of a child for adoption or foster care
requires District approval. 
Employees whose principal job function is to teach and instruct will 
be required to take full-time leave if the intermittent leave is more than
20 percent of the working days during the leave period.
Please be aware that the district may request an updated certification
from your physician if the duration, schedule, and/or frequency of
absences exceed the original certification in order to reevaluate the
appropriate type of leave.
You may request an intermittent leave by filling out the “Intermittent
Leave Request” form, which is available by calling Human Resources.
Complete details are found in regulation GBBD-R(1) item 6, under Leave
Rules.

Questions regarding insurance coverage, continuation, and premium
payments should be directed to the Employee Benefits Department.



4

FMLA Rules
FMLA leave will not exceed 12
weeks in any rolling 12-month
period. The district uses a “rolling”
method to calculate FMLA leave.
Under the “rolling” method, each
time an employee takes FMLA
leave, the remaining leave 
entitlement is the balance of the
12 weeks, if any, that was not
used during the immediately pre-
ceding 12 months.

A husband and wife who are 
eligible employees may only take
a combined total of 12 weeks of
FMLA leave during any 12-month
period if leave is taken for the
birth or care of a newborn, or
placement with the employee of a
child for adoption or foster care.

FMLA leave taken in connection
with childbirth, adoption, or foster
care placement must be completed
within the 12-month period of 
entitlement.

The district may obtain a second
opinion from a health care
provider that is chosen and paid
for by the district. Should the 
opinions conflict, the district and
the employee may choose a third
health care provider to obtain a
binding opinion.

The district may require that 
the employee submit updated 
certification during the leave. Each 
certification must use the district-
prescribed form or its equivalent.

Employees taking FMLA who are
not receiving benefits through
Worker’s Compensation will be
required to use all available 
accruals of sick leave, vacation,
personal leave and compensatory
time. Accruals for sick leave and
vacation will be suspended after
30 days of paid FMLA or during
any unpaid FMLA.

The military caregiver leave is
available during a single 12-
month period during which an eli-
gible employee is entitled to a
combined total of 26 weeks of all
types of FMLA leave.

Any leave period taken pursuant
to an approved Worker’s
Compensation claim will be 
counted against the employee’s
FMLA leave entitlement. During
this period, the employee will
receive salary from Worker’s
Compensation only. 

On paid FMLA leave employees
will use accrued sick leave, 
vacation, personal leave and 
compensatory time. Unpaid FMLA
leave begins when all accruals
have been used.
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MEDICAL LEAVE 
ASSISTANCE PROGRAM
An employee who has depleted their sick leave, vacation, personal
leave and comp time as a result of their own prolonged illness or injury
may apply to participate in the Medical Leave Assistance Program. This 
program allows qualified employees to receive sick leave from qualified
donors. “Prolonged illness or injury” is defined as a non-work related ill-
ness or injury that is anticipated to last for the continuous period of time
of four or more weeks as verified by a licensed heath care practitioner.

To participate, the employee must meet the criteria described in 
policy GBBD-R(2), complete a Medical Leave Assistance Program
Request form, and provide the required supporting documentation.

Employees who wish to donate sick leave must meet separate criteria,
also described in policy GBBD-R(2).  Donations are submitted to Human
Resources on a Sick Leave Donation form for approval or disapproval.

Medical Leave Assistance Program Rules
For a complete list of criteria and rules for participants and donors, 
see policy GBBD-R(2) and the related forms.  

The need for donations will be posted at each work site and on the
Human Resources internet site. Donations can only be made to 
qualified participants as indicated by an official posting and only 
during the 10 day period of the posting.  

Donations that are received in Human Resources before or after the offi-
cial posting period will be denied. All donations must be made volun-
tarily; other than in the official posting, donations shall not be solicited.
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Serious health condition means an illness, injury, impairment, or 
physical or mental condition that involves any of the following:

• A period of incapacity or 
treatment in connection with
inpatient care, i.e., overnight
stay in a hospital, hospice, or
residential medical care facility.

• A period of incapacity requiring
absence from work or regular
daily activities for more than
three full calendar days and
requiring treatment by a health
care provider.

• A period of incapacity or 
treatment by a health care
provider for a chronic or 
long-term health condition.

• Any period of absence to
receive multiple treatments by a
health care provider (e.g., dialy-
sis, radiation, chemotherapy).

• A period of incapacity due to
pregnancy or for prenatal care.

Health care provider means any doctor of medicine or osteopathy who is
authorized to practice medicine or surgery by the state in which the 
doctor practices and other persons capable of providing health services
as described in FMLA regulations 29 CFR §825.118. For a list of other
health care providers, please contact Human Resources.

Making a Request for FMLA Leave
An employee should request FMLA leave when the need for such leave
is foreseeable. In such instances, the request should be made at least 
30 days prior to the time the leave is to commence. Otherwise, the
employee must make the request as soon as practicable after the need
for leave is known. 

To request FMLA leave, call the appropriate HR staff member (Certified
HR Technician or Classified HR Technician). You will be sent a leave of
absence packet, which includes the doctor’s certification form. The fol-
lowing documents are required for a leave of absence:
• A personal letter of request from

the employee that includes the
purpose of the leave, the expect-
ed leave start date and dura-
tion, and any other information
that would help the district deter-
mine if the leave qualifies as
FMLA leave.

• A health care provider’s written
verification of a serious health
condition on the district-provid-
ed form OR documentation
establishing childbirth, adoption
or foster care placement.

Human Resources will initiate a Personal Action Request Form (PARF) for
the leave once sufficient information is received.
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ACADEMIC TERM LEAVE 
Instructional employees (teachers and aides) will be required to contin-
ue their FMLA or Long-Term Health Leave if one of the following sets of
conditions applies: 

I. FMLA or Long Term Health leave for any reason 
and 
a) begins more than 5 five weeks before the end of the semester 
b) is at least 3 weeks duration 
c) the return to work would occur during the last 3 weeks of 

the semester 

II. Leave is for other than the employee’s own serious health condition 
and 
a) begins within the last 5 weeks of the semester
b) is greater than 2 weeks duration 
c) the return to work would occur during the last 2 weeks of 

the semester 

III. Leave is for other than the employee’s own serious health condition 
and
a) begins within the last 3 weeks of the semester
b) is greater than 5 days duration 
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The Family and Medical Leave Act allows eligible employees to take up
to 12 weeks of leave in a rolling 12-month period. Qualifying leave
under this federal act is designated as FMLA. FMLA leave may be taken
for the following reasons:

FAMILY AND MEDICAL LEAVE (FMLA)

• for a serious health condition
that makes the employee unable
to perform his/her job.

• to care for the employee’s child
after birth, or placement for
adoption or foster care.

• to care for the employee’s
spouse, son or daughter or par-
ent (but not an in-law) who has a
serious health condition.

• for incapacity due to pregnancy,
prenatal care, or childbirth.

In addition, Military Family Leave entitlements are available to eligible
employees.

Eligibility for FMLA Leave
An employee must meet both of the following criteria to be eligible for
FMLA leave:
1. the employee has been actively employed for a total of 12 months

(not consecutive)

2. the employee has completed at least 1,250 hours of service, 
excluding any unpaid leave, in the 12-month period immediately
prior to the time the leave is to commence
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NON-MEDICAL LONG-TERM LEAVES
The district offers other types of long-term leaves to qualifying 
employees. Types of leave available are:

• Personal leave (certificated staff only)
• Continuing Education Leave
• Leave for Elected Office
• Sabbatical leave (certificated staff only)
• Hardship leave

Policy GBBD-R(6)+(9) provides
complete guidelines for all types of
long-term leaves. Each type of
long-term leave has specific eligi-
bility criteria and rules. Not all
types of leave are available for all
employee groups. Non-medical
long-term leaves are unpaid, 
however Sabbatical leave will be
partially paid in accordance with
policy GBBD-R(6).

Qualifying employees are limited
in the amount of long-term leave
they may take. 

For specific guidelines and
requirements for each type of 
long-term leave, see policy 
GBBD-R(6).

MILITARY LEAVE 
Employees must provide their immediate supervisors with advance
notice of military service and a copy of their official orders, unless 
military necessity prevents the employee from doing so. Policy 
GBBD-R(3) provides complete guidelines for paid and unpaid 
Military Leave. 
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There are times when you may
need to take time off work for 
personal illness, family illness, and
other personal reasons. The 
federal Family and Medical Leave
Act (FMLA) allows eligible 
employees to take leave from
work, while protecting their job
and health benefits. 

In addition, Mesa Public Schools
provides eligible employees with
various types of long-term leave. 
In consultation with employee
groups and subject to review and
approval by the Governing Board,
the Superintendent has developed
regulations that define the types of
leave, quantify the amount of
leave an employee may receive,
and describe when and how leave
may be used. 

The district defines a long-term
leave as an absence of more than
5 consecutive work days, for a
reason other than vacation.
Vacation time is only available to
12-month contract employees.

This booklet will provide informa-
tion regarding your options for 
a long-term leave of absence,
whether it is a FMLA leave or 
other district-provided long-term
leave. Additional information is
found in Governing Board policy
GBBD and the supporting regula-
tions. The district complies with all 
federal laws and regulations 
concerning leaves and absences
from work. 

INTRODUCTION

The Maximum duration of long-term leave will be computed on the basis
of workdays. The duration of any long-term leave or combination of
leaves used during a rolling 36-month period will not exceed the total
number of workdays in one contract year for the employee’s position.
For example, if a teacher with a 185-workday contract requests long-
term leave, the district may grant no more than 185 workdays of leave,
less any workdays of long-term leave taken during the prior 36 months.
A longer leave period may be allowed if required by section 504 of the
Rehabilitation Act of 1973 or other federal law or regulation.

DURATION

12

INSURANCE
During unpaid long-term leaves,
Mesa Public Schools will maintain
the district-provided benefits and
optional employee-paid benefit
plans for you on the same terms
and conditions as if you had con-
tinued to work.

Questions regarding insurance
coverage, continuation and premi-
um payments should be directed
to the Employee Benefits
Department: 480-472-7222.

SHORT-TERM DISABILITY
Short-Term Disability (STD) is a 
voluntary benefit that you may 
purchase. STD replaces lost
income for up to 26 weeks if you
are unable to perform all duties of
your occupation. You may select a
benefit level based on your gross
annual salary. The benefit pays
the first day following a non 
work-related accident and the
eighth day following an illness
(pregnancy/childbirth is consid-
ered an illness). 

Acceptance for STD coverage is
guaranteed. You do not need to
complete a health questionnaire.
However, there is a 12-month 
pre-existing condition exclusion.
You may only apply during the
open enrollment period or within
31 days of your contract start date.

Details about the STD benefit,
including claim conditions and
exclusions, can be found on the
Employee Benefits web site.

LONG-TERM DISABILITY
Long-Term Disability (LTD) benefits
are provided through your 
participation in the Arizona State
Retirement System (ASRS). The LTD
plan pays 66 2/3% of your
monthly salary after you have
been disabled for 180 days. Your
monthly benefit will continue until
you recover, reach age 65, or
retire, whichever occurs first.

In addition, points are earned for
retirement while receiving LTD ben-
efits, even after you must resign
your employment with the district.

Contact the Employee Benefits
Department for appropriate 
paperwork: 480-472-7222.

Additional resources are listed on page 14 to assist you in getting com-
plete information regarding your leave options and benefits.



13

WHEN LEAVE 
OPTIONS ARE EXHAUSTED

PART-TIME EMPLOYEES 
NOT ELIGIBLE FOR FMLA
If you are a part-time employee and do not meet the criteria for a leave,
you have two options for extended time away from work:

• You may be absent up to 3
weeks if there is a compelling 
reason that prevents you from
being able to do your job. If that
reason is medically-related, you
must provide certification from
your physician on the district
form, which is available from
the HR Technician.

• You may be absent for up to 
6 weeks for your own medically-
related condition. You must 
provide certification from your
physician on the district form,
which is available from the HR
Technician.

When you have exhausted all options for a leave of absence, one of the
following must occur.

1. Resign. If you are unable to work at the end of your leave of
absence, you may submit a letter of resignation which states the rea-
son for your resignation.

2. Return to work. An employee returning from a leave of absence 
due to illness or injury must submit to the Human Resources
Department a written medical certification indicating the employee’s
ability to perform the essential functions of the position, with or 
without reasonable accommodation.

3. Be medically separated from the district. If the employee fails
to provide medical certification within 5 consecutive working days of
exhausting all applicable leave options, the district will dismiss the
employee on the basis of inability to perform employment functions.

If you require 7 to 12 weeks off for a medically-related personal 
condition, your employment will cease either by resignation or a 



CONTENTS
Introduction ........................................................................1

Family and Medical Leave (FMLA) ........................................2

Long-Term Health Leave ........................................................6

Intermittent Leave ................................................................8

Medical Leave Assistance Program........................................9

Academic Term Leave ........................................................10

Military Leave ..................................................................11

Non-Medical Long-Term Leaves ..........................................11
Personal Leave
Continuing Education Leave
Leave for Elected Office
Sabbatical Leave
Hardship Leave

Insurance..........................................................................12

Short-Term Disability ..........................................................12

Long-Term Disability ..........................................................12

When Leave Options Are Exhausted....................................13

Part-time Employees not Eligible for FMLA ............................13

Resources ........................................................................14
14

RESOURCES
By phone

HR Technician, Certified:............................................480-472-0402
HR Technician, Classified: ..........................................480-472-0427
Employee Benefits: ....................................................480-472-7222
Payroll: ....................................................................480-472-0444
ASRS: ......................................................................602-240-2000
ASRS Long Term Disability (Sedgwick): ........................800-495-9301

On the web
Human Resources (intranet only): www.mpsaz.org/hr

Employee Benefits: www.mpsaz.org/eb

ASRS: www.azasrs.gov

ASRS Long Term Disability (Sedgwick):
www.sedgwickcms.com/calabasas

medical separation. If you are able to return before the end of the 
12-week period, and are rehired, your employment will be reinstated 
without a break in service.

If you return to active employment, you must submit written medical 
certification to HR, indicating your ability to perform the essential 
functions of the position, with or without restrictions.
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