
8.6.3 – Classified Employees Professional Leave 
 
“Professional Leave” is paid leave granted for the purpose of enabling an employee to participate 
in professional activities (e.g., workshops or serving on professional committees) which improve 
the instructional program or the employee’s ability to perform his/her duties.  Any employee 
seeking professional leave must make a written request to his/her immediate supervisor, setting 
forth the information necessary for the supervisor to make an informed decision.  The 
supervisor’s decision is subject to review and overruling by the Superintendent. 
 
Applications for professional leave should be made as soon as possible following the employee’s 
discerning a need for such leave, but, in any case, no less than two (2) weeks before the 
requested leave is to begin, if possible. 
 
During such approved leave, the employee’s pay shall not be deducted.  If a substitute is needed 
during such approved leave, the District shall pay the full cost of the substitute. 
 
Budgeting concerns may always be taken into consideration in reviewing a request for 
professional leave. 
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