
DIXIE SCHOOL DISTRICT Payroll Department 

What is Sick Leave? 
 

All employees who are contracted to work for the District receive sick leave as part of their contract.  An hour of 
sick leave is like a marker.  Employees who are ill and absent from work on a contract day, but who have 
accumulated sick leave, may trade in the appropriate number of sick leave hours so that they can receive full 
pay for the absence.  An absence report must be completed, approved, and submitted to the District Office.  
Hours of sick leave used will be deducted from the accumulated hours which appear on your pay stub. 
 

How do I earn Sick Leave? 
 

Generally, employees receive a day of sick leave for each month they work during the year, and the annual 
allotment is shown in hours on your Notice of Assignment (“contract”).  Part-time employees receive a pro-rated 
number of hours.  Unused sick leave is never lost and accumulates from year to year.   
 

What is the value of accumulated Sick Leave? 
 

Accumulated sick leave is quite valuable and can be used for many purposes: 
 Sick leave can be used to provide income during a Maternity Leave or Medical Leave.  NOTE:  Family Leave, 

Pregnancy Leave and Parental Leave are not paid leaves.  They are statutory leaves which provide protection 
for your benefits and job rights.  To receive income during leave you need to use accumulated sick leave. 

 For those employees on leave who are eligible for benefits, sick leave can provide income during the 30 day 
waiting period before disability benefits begin with UNUM.  And when UNUM benefits begin the employee 
may continue to use accumulated sick leave in addition, with no reduction in disability benefit! 

 If you terminate employment with the District, your accumulated sick leave may be transferred to another 
school district or county office to be used there. 

 And when you retire, your accumulated sick leave can be converted into retirement service credit with 
CalSTRS or CalPERS.  The number of years of service credit is one of three factors used to calculate your 
retirement benefit, so gaining additional service credit through converting your accumulated sick leave 
will increase your monthly retirement benefit for the rest of your life! 

 For part-time classified employees retiring after 5 years of service who are not eligible for CalPERS, a stipend 
may be paid equal to 50% of the accrued sick leave hours at the employee’s current hourly contract rate, up 
to a maximum of 250 hours. 

 

What is Personal Necessity Leave? 
 

Simply put, “Personal Necessity” leave is a way for the employee to use sick leave without being sick.  Every 
contracted employee has the right to use some of their annual sick leave accrual for personal reasons.  
Certificated employees may use a total of 7 sick leave days per year for personal reasons;  5 of those days may 
be used without prior approval.  Classified employees may use a total of 7 sick leave days per year for personal 
reasons;  4 of those days may be used without prior approval.  Entitlement to personal days does not roll into 
the next school year if the days are not used, but they are not lost as they remain in the sick leave bank. 
 

NOTE:  Any use of personal necessity days will deduct directly from your sick leave balance.  There is no 
separate bank of personal days.  This will reduce your accumulated sick leave so that there will be less 
available for maternity, medical leave, or lifetime retirement credit.   

 
IMPORTANT:  Provisions for sick leave and personal days and restrictions on their use differ between certificated 
and classified employees.  Please consult your own Collective Bargaining Agreement for more information. 

 
6/2017 


