
Book Policy Manual

Section 300 Employees

Title Personal Necessity Leave

Code 336

Status First Reading

Adopted June 18, 1987

Last Revised October 9, 2025

Prior Revised Dates 01/12/2017, 02/10/2022, 05/11/2023, 11/14/2024, 05/08/2025

Purpose
 
This policy shall provide for absences for defined personal necessity leave by administrative,
professional, and classified employees.
 
Authority
 
The Board has the authority and responsibility to establish reasonable guidelines that specify the
manner of proof of personal necessity, the type of situations in which such leave will be
permitted, and the total number of units which may be used in any school year for such leave.
Minimum usage is in fifteen (15) minute increments.[1][2][3]
 
Guidelines
 
Personal Leave - Administrative Employees
 
Full-time status administrative employees shall earn sixteen (16) personal hours absence per
year.
 
Unused personal hours may be accumulated without limit. Personal hours may be used up to a
maximum of forty (40) hours in any one (1) given year unless waived by the Chief School
Administrator. Upon severance, unused hours will be paid at the daily rate for unused sick hours.
 
Personal Leave - Professional Employees
 
Personal leave days with pay shall be granted to district employees in accordance with applicable
provisions of the collective bargaining agreement or Board resolution.
 
The following proration will apply for administrative and professional employees:
 

1. Hired July 1 - December 31: One hundred percent (100%).
 

http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=5&sctn=10&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=11&sctn=54&subsctn=0


2. Hired January 1 - June 30: Fifty percent (50%).
 
Personal Leave - Classified Employees
 
Full-time status twelve (12) and ten (10) month secretaries, twelve (12) month custodians, full-
time twelve (12) month maintenance and twelve (12) month A.V. technicians shall earn sixteen
(16) personal hours absence per year.
 
Full-time status cafeteria employees, teacher aides, and paraprofessionals shall earn sixteen (16)
personal hours per year.
 
Part-time twelve (12) month maintenance worker III shall earn ten (10) hours per year.
 
Part-time twelve (12) month Custodian shall earn 12 hours per year.
 
Part-time nine (9) month paraprofessionals and cafeteria workers shall earn twelve (12) hours
per year.
 
The following proration will apply for classified employees:
 

1. Hired July 1 - September 30: One hundred percent (100%).
 

2. Hired October 1 - December 31: Seventy-five percent (75%).
 

3. Hired January 1 - March 31: Fifty percent (50%).
 

4. Hired April 1 - June 30: Twenty-five percent (25%).
 
Unused personal hours may be accumulated without limit. Personal hours may be used up to a
maximum of forty (40) hours in any one (1) given year unless waived by the Chief School
Administrator. Upon severance and after satisfactory completion of the 90 day temporary
evaluation period, unused hours will be paid at the daily rate for unused sick hours. Daily rate
will be prorated based on an eight (8) hour work day.
 
Requests for personal leave shall be made in advance to the immediate supervisor. The
requirement for advanced notice may be waived in qualifying circumstances, as determined by
the Superintendent or designee, or in accordance with applicable law and regulations.[3][4]
 
Compensation for personal necessity leave shall be in full for approved time off that does not
exceed allowable personal leave.
 
Bereavement Leave - Administrative and Classified Employees
 
Leave may be taken for the following reasons:
 

1. Full-time status administrative employees and full-time status and part-time status
classified employees who are absent due to a death in the immediate family shall receive
paid bereavement leave for absence not to exceed five (5) school days. Members of the
immediate family (includes step) shall be defined as father, mother, brother/half, sister/half,
son, daughter, husband, wife, parent-in-law, or near relative who resides in the same
household, or any person with whom the employee has made their home.[2]
 

2. Full-time status administrative employees and full-time status and part-time status
classified employees who are absent due to a death of a first generational near relative
shall receive paid bereavement leave for absence of one (1) school day. A first
generational near relative (includes step) shall be defined as first cousin, grandchild,

https://www.ecfr.gov/current/title-29/subtitle-B/chapter-XIV/part-1636/section-1636.4
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=11&sctn=54&subsctn=0


grandfather, grandmother, aunt, uncle, niece, nephew, son-in-law, daughter-in-law,
brother-in-law or sister-in-law.[2]

 
Bereavement Leave - Professional Employees
 
Bereavement leave with pay shall be granted to district professional employees in accordance
with law, applicable provisions of the collective bargaining agreement or Board resolution.[2]
 
The Board, in its discretion, may extend any paid bereavement leave as the exigencies of the
case may warrant.

Legal 1. 24 P.S. 510

2. 24 P.S. 1154

3. Pol. 104

4. 29 CFR 1636.4

20 U.S.C. 1681 et seq

29 CFR Part 1636

34 CFR Part 106

42 U.S.C. 12101 et seq

http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=11&sctn=54&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=11&sctn=54&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=5&sctn=10&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=11&sctn=54&subsctn=0
https://www.ecfr.gov/current/title-29/subtitle-B/chapter-XIV/part-1636/section-1636.4
http://www.law.cornell.edu/uscode/text/20/chapter-38
https://www.ecfr.gov/current/title-29/subtitle-B/chapter-XIV/part-1636
http://www.law.cornell.edu/cfr/text/34/part-106
http://www.law.cornell.edu/uscode/text/42/chapter-126














Book Policy Manual

Section 200 Pupils

Title Student Recruitment

Code 250

Status Second Reading

Adopted March 13, 2003

Last Revised August 14, 2025

Prior Revised Dates 08/12/2010

Authority
 
In accordance with law, the Board shall permit disclosure of required student information about
secondary students to representatives of postsecondary institutions and to representatives of the
armed forces of the United States.[1][3][6]
 
Equitable access to secondary students shall be granted postsecondary education
representatives, military recruiters and prospective employers.
 
Guidelines
 
Postsecondary institutions and military recruiters shall have access to secondary students’
names, addresses and telephone numbers, unless the student or parent/guardian requests that
such information not be released without prior written parental consent.[3][6]
 
The district shall annually notify parents/guardians of their right to request student information
not be released to representatives of postsecondary institutions and military recruiters without
their written consent.[4][3][6]
 
Military Personnel
 
Military recruiters and all other members of the active and retired Armed Forces, including the
National Guard and Reserves, shall be permitted to wear their official military uniforms while on
district property.[5]
 
Delegation of Responsibility
 
The building principal shall determine under what conditions and when access to secondary
students will be provided to representatives of postsecondary institutions, military recruiters and
prospective employers.
 

7/10/25, 8:19 AM BoardDocs® PL
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http://www.legis.state.pa.us/cfdocs/Legis/LI/uconsCheck.cfm?txtType=HTM&yr=1991&sessInd=0&smthLwInd=0&act=0010.
http://www.law.cornell.edu/uscode/text/20/7908
http://www.law.cornell.edu/uscode/text/10/503
http://www.law.cornell.edu/uscode/text/20/7908
http://www.law.cornell.edu/uscode/text/10/503
http://www.legis.state.pa.us/cfdocs/Legis/LI/uconsCheck.cfm?txtType=HTM&yr=1991&sessInd=0&smthLwInd=0&act=0010.
http://www.law.cornell.edu/uscode/text/20/7908
http://www.law.cornell.edu/uscode/text/10/503
http://www.legis.state.pa.us/cfdocs/Legis/LI/uconsCheck.cfm?txtType=HTM&yr=2010&sessInd=0&smthLwInd=0&act=0013.


The building principal reserves the right to deny access to students when such will materially and
substantially interfere with the proper and orderly operation of the school; is likely to cause
violence or disorder; or will constitute a violation of the rights of other students.
 
The Superintendent or designee shall annually notify parents/guardians about this policy and the
notice shall include:[4]

1. Notice that the school routinely discloses names, address and telephone numbers of
students to recruiters, subject to a parent’s/guardian’s request not to disclose such
information without written consent.
 

2. Explanation of the parent’s/guardian’s right to request that information not be disclosed
without prior written consent.
 

3. Procedures for how the parent/guardian can opt out of the public, nonconsensual disclosure
of such information, and the method and timeline for doing so.

Legal 1. 51 P.S. 20221 et seq

3. 20 U.S.C. 7908

4. 51 P.S. 20222

5. 24 P.S. 2402

6. 10 U.S.C. 503

22 PA Code 403.1

250-AR-0-MilitaryRecruitmentProcedures.docx (27 KB)

250-ATT-0 StudentRecruitmentLetterToParent.pdf (104 KB)

7/10/25, 8:19 AM BoardDocs® PL
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http://www.legis.state.pa.us/cfdocs/Legis/LI/uconsCheck.cfm?txtType=HTM&yr=1991&sessInd=0&smthLwInd=0&act=0010.
http://www.legis.state.pa.us/cfdocs/Legis/LI/uconsCheck.cfm?txtType=HTM&yr=1991&sessInd=0&smthLwInd=0&act=0010.
http://www.law.cornell.edu/uscode/text/20/7908
http://www.legis.state.pa.us/cfdocs/Legis/LI/uconsCheck.cfm?txtType=HTM&yr=1991&sessInd=0&smthLwInd=0&act=0010.
http://www.legis.state.pa.us/cfdocs/Legis/LI/uconsCheck.cfm?txtType=HTM&yr=2010&sessInd=0&smthLwInd=0&act=0013.
http://www.law.cornell.edu/uscode/text/10/503
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter403/s403.1.html&d=reduce
https://go.boarddocs.com/pa/cant/Board.nsf/files/DFSP676308C8/$file/250-AR-0-MilitaryRecruitmentProcedures.docx
https://go.boarddocs.com/pa/cant/Board.nsf/files/DFSP6B631060/$file/250-ATT-0%20StudentRecruitmentLetterToParent.pdf


Book Policy Manual

Section 600 Finances

Title Petty Cash

Code 617

Status Second Reading

Adopted March 8, 2001

Last Revised August 14, 2025

Purpose
 
Petty cash funds may be used for designated purposes so long as such funds are subject to
adequate controls and safeguards.
 
Authority
 
The Board authorizes the establishment of petty cash funds in the care of the following persons
and in the following amounts:
 

Responsible Title and Location of Fund Amount
   

District Office $3,500
 
Delegation of Responsibility
 
Each responsible person shall ensure that:

1. Petty cash funds are spent only for designated purposes for which the fund was
established[1]
 

2. The petty cash box is secured daily.

Legal 1. Pol 811

7/10/25, 8:23 AM BoardDocs® PL
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