WHEATLAND SCHOOL DISTRICT
Board Policies & Administrative Regulations
	Policy 5-203
	Substitute Employee Paid Sick Leave

	Category
	Educators and Classified Staff – Leaves of Absence

	Related Policies
	Policy 5-201 Employee Leaves of Absence; Policy 5-202 Industrial Accident and Illness Leave; Policy 5-102 Exemptions from Classified Service (Substitutes, Etc.)


Legal Reference: California Labor Code §§ 245–249, Healthy Workplaces, Healthy Families Act of 2014, as amended (“HWHFA”)
1. Purpose
This policy establishes the procedure by which substitute teachers and other substitute employees of the District may request and use paid sick leave, consistent with the minimum requirements of California’s Healthy Workplaces, Healthy Families Act (Labor Code §§ 245–249). This policy governs the District’s administrative process for requesting and documenting paid sick leave; it does not reduce or restrict any right or benefit provided under state law.
2. Eligibility
A substitute employee is eligible for paid sick leave under this policy once the employee has:
1. Worked for the District for at least 30 days within a 12-month period, and
1. Completed a 90-day employment period with the District, as measured from the substitute's first day of work.
Eligible substitute employees accrue and/or receive paid sick leave in accordance with Section 3 below, regardless of full-time, part-time, per diem, or on-call status.
3. Amount of Leave
Eligible substitute employees are entitled to a minimum of five (5) days, or forty (40) hours, whichever is greater, of paid sick leave per year, in accordance with the front-loaded method authorized under Labor Code § 246. This is the state-mandated minimum; the District may provide additional leave at its discretion, but may not provide less.
Unused sick leave under this policy carries over consistent with the District's chosen accrual/front-load method and applicable law. The District is not required to pay out unused, accrued sick leave upon separation of employment.
An employee who chooses to roll over unused, accrued sick leave from one year to the next may accrue and carry over such leave up to a maximum bank of eighty (80) hours (or ten (10) days, whichever is greater), consistent with the accrual cap permitted under Labor Code § 246(j). Once an employee's accrued, unused sick leave balance reaches this cap, the employee will stop accruing additional sick leave until the balance falls below the cap through use. This accrual/carryover cap is separate from, and does not reduce, the five (5) day / forty (40) hour annual use limit described in Section 6.
4. Requesting Leave
A substitute employee may request to use paid sick leave either orally or in writing (for example, by phone, email, text, or through the District's substitute-assignment system). The District cannot require a written request, and cannot condition approval or payment of sick leave on receipt of a written request, as a matter of state law.
To help the District process payment accurately and maintain required recordkeeping, the employee must additionally complete the District's Substitute Employee Sick Leave Request/Verification Form (“District Form”) as soon as reasonably possible, and no later than five (5) business days after the leave is taken. Completion of the District Form is an administrative recordkeeping requirement and is not a precondition to the employee's right to take or be compensated for sick leave that was properly requested orally or in writing.
Where the need for leave is foreseeable, the employee should provide reasonable advance notice. Where the need for leave is unforeseeable, the employee should provide notice as soon as practicable, which may include notice given on the day the leave begins.
5. Documentation / Medical Certification
Consistent with state law, the District will not require a doctor's note or other medical certification as a condition of approving or paying sick leave for absences of one or two days. The District may request reasonable documentation to support an absence of three (3) or more consecutive days, or where the District has a reasonable, good-faith basis to question the validity of the leave, but such a request will not delay payment of leave properly requested and reported on the District Form.
6. Annual Cap
Consistent with Section 3, use of paid sick leave under this policy is capped at five (5) days, or forty (40) hours, per year, whichever is greater, unless the District's applicable collective bargaining agreement, handbook, or Board action provides for a higher limit. Nothing in this policy authorizes the District to provide less than the statutory minimum.
7. Permitted Uses
Paid sick leave under this policy may be used for the substitute employee's own preventive care, or diagnosis, care, or treatment of an existing health condition, or for the same purposes on behalf of a family member or designated person, and for the additional statutory purposes recognized under the HWHFA (including specified safe-time and judicial-proceeding purposes), as they may be amended from time to time.
8. Non-Retaliation
The District will not deny, discourage, or retaliate against a substitute employee for requesting or using paid sick leave in accordance with this policy and applicable law.
9. Recordkeeping
The District will maintain records of hours worked and paid sick leave accrued and used by each substitute employee for at least three years, and will provide notice of available paid sick leave balances on the employee's pay stub or an accompanying document with each payment of wages.
10. Administration
The Superintendent or designee is authorized to develop administrative forms and procedures, including the District Form referenced in Section 4, necessary to implement this policy, provided such forms and procedures remain consistent with this policy and with applicable law.
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