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I. PURPOSE AND SCOPE:

1. The purpose of this policy is to establish a process for granting leave hours from the
USBE Leave Bank to qualifying USBE employees to take an extended leave of absence
from work and whose leave benefits have been, or will be, exhausted. This policy is
not intended to underwrite abusive use of sick leave.

2. This policy applies to all benefitted USBE employees who have worked for USBE
3. This policy relies on the following definitions:

a. Qualifying Event: An illness, physical condition, or accident producing a life
threatening or incapacitating situation for a USBE employee or a member of
the employee’s immediate family, for which extensive medical treatment or
prolonged absence from work is necessary.

i. Qualifying events include parental leave, including pregnancy and the
post- partum time for the employee or the employee’s immediate
family member, or the adoption of a child.

b. Immediate Family Members: The employee’s spouse, child, or parent.

II. POLICY:

1. The USBE establishes and maintains a leave bank that may be used by eligible USBE
employees. Use of the USBE Leave Bank is not an employee right and is authorized at
the discretion of the Superintendency, on a case-by-case basis. The USBE Leave Bank
may be used for sick leave assistance for a USBE employee who has a qualifying event
requiring extended absence from work.

2. At the beginning of the calendar year, all annual leave hours in excess of 320 that
are forfeited at the end of the year under DHRM Rule R477-3 (commonly referred to
as “use or lose”) are automatically captured into the USBE Leave Bank.

a. Other leave donations to USBE employees, outside of the annual use or
lose, are not accepted for the leave bank.

3. All USBE benefitted employees are eligible to receive maximum sick donations from
the USBE Leave Bank once they have worked for the agency for six months.

4. An employee who has worked for USBE for less than six months may only be
compensated for half of the hours needed - up to 40 hours per pay period.
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5. A USBE employee who has used sick leave inappropriately may not receive 
assistance from the USBE Leave Bank for one year from the inappropriate use of 
sick leave. 

6. A USBE employee may not use USBE Leave Bank hours until all other forms of 
the employee’s paid leave are exhausted. 

7. Leave Bank hours may not be used at the same time as Workers Compensation 
salary benefits, or Long-Term Disability benefits. 

8. The maximum number of Leave Bank hours that a full-time employee may use is 
480 hours per calendar year, when the leave is used for the employee’s 
qualifying event. 

a. This maximum allowable number of hours may be pro-rated proportionally 
for a part-time employee. 

9. The maximum number of Leave Bank hours that a full-time employee may use to 
care for an immediate family member with a qualifying event is 240 hours per 
calendar year. 

a. This maximum allowable number of hours may be pro-rated proportionally 
for a part-time employee. 

10. A USBE employee receiving USBE Leave Bank hours may not work a second job 
without the written consent of the Superintendent. 

11. An employee accrues all regular leave benefits while using hours from the Leave 
Bank. 
 

 
III. PROCEDURES: 

 
Request and Approval 

1. A USBE employee desiring to use hours from the USBE Leave Bank shall provide 
medical documentation indicating the estimated time an employee will be 
unable to work. FMLA certifications from the health care provider will be 
accepted as documentation. 

2. To request hours from the USBE Leave Bank, an eligible USBE employee shall 
submit a Leave Bank application form to DHRM. 

a. If possible, a USBE employee should submit an application prior to 
needing the leave. 

b. The employee's supervisor may request the benefit on behalf of the 
employee if the employee is unable to do so themselves. 

 
3. DHRM consults with the Superintendency for approval or disapproval in 

each case, which shall be recorded in writing. 
4. When considering a request for use of Sick Leave Assistance, the Superintendency 

takes into account the availability of leave bank hours, need of the employee, 
previous history of leave use, and any previous or current performance 
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improvement plans, disciplinary actions, or warning letters. 
5. DHRM may collect information from the employee’s health care provider. 

a. The eligible employee shall submit any medical documentation 
required by DHRM to support the use of the USBE Leave Bank. 

b. All medical records created for the purpose of a leave bank, shall be 
maintained in accordance with confidentiality requirements in Utah 
Administrative Code Section R477-2-5. 

c. A supervisor, manager, or management team may not have access to or 
review a USBE employee’s medical certification or physician statement. 
DHRM is the only entity at the USBE allowed to view an employee’s 
medical certifications or physician statements. 

6. A DHRM representative notifies the employee within 5 working days of the 
approval or disapproval, and the number of hours approved. 

7. Exceptions to this policy may be granted by the Superintendent.  
 
 End of Leave 

1. An employee’s leave assistance from the Leave Bank shall end when: 
a. The employee returns to work; 
b. The employee’s absence is no longer supported by a health care 

provider’s written statement; or 
c. The employee’s absence extends beyond 480 Hours, unless the 

employee seeks and receives the Superintendent’s, or the 
Superintendent’s designee’s written approval for an extension. Any 
extension is subject to the same, ongoing eligibility requirements as an 
initial approval. 

 
Donating Leave Outside of USBE 

1. Employees who donate leave to employees in other departments outside the 
USBE are subject to those department’s policies and procedures. 

a. The donation shall be approved by both the USBE and the agency 
receiving the donated hours. 

 
IV. HISTORY: 

 
This policy supersedes the previous Leave Bank policy that was established November 
1, 2009 and updated March 11, 2013 and April 30, 2018.  

ADA Compliant: February 23, 2024


	I. PURPOSE AND SCOPE:
	1. The purpose of this policy is to establish a process for granting leave hours from the USBE Leave Bank to qualifying USBE employees to take an extended leave of absence from work and whose leave benefits have been, or will be, exhausted. This polic...
	1. The USBE establishes and maintains a leave bank that may be used by eligible USBE employees. Use of the USBE Leave Bank is not an employee right and is authorized at the discretion of the Superintendency, on a case-by-case basis. The USBE Leave Ban...
	III. PROCEDURES:
	Request and Approval
	Donating Leave Outside of USBE




Accessibility Report





		Filename: 

		0411LeaveBank - Updated 02.08.24.pdf









		Report created by: 

		Noralee Green, Administrative Service Manager, noralee.green@schools.utah.gov



		Organization: 

		Utah State Board of Education, 400







 [Personal and organization information from the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 1



		Passed: 29



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



