PERSONNEL SERVICES

Policy 4319

Absences, Leave and Vacation
Military Leave-Certificated Personnel and Support Staff
An employee who is a member of the National Guard, or an organized military service of
the United States, and who is required by laws of the United States or the State of
Missouri to report for military duty, including training, shall be eligible for a grant of
military leave.
Application for military leave shall be made in advance, as soon as practicable after the
employee becomes aware of his/her obligation to report and immediately upon the
employee’s receipt of official notice to report. A copy of the official orders must be
added to the leave application. The Superintendent/designee must approve the
application. Emergency mobilization orders shall be dealt with on an individual basis.
The District recognizes that employees who receive notice to report for duty typically are
not provided with discretion as to when to report. However, whenever an employee has a
choice as to when to report for military duty, the employee’s military leave shall be
arranged during periods in which school is not in session. When the employee is given a
choice as to when to report for duty, the Superintendent/designee may request that the
employee seek a change in military orders if such a change appears to be in the best
interest of the District.
Employees shall receive leave with pay for the first fifteen (15) calendar days of military
leave in each federal fiscal year. Additional military leave shall be without pay, except as
required by federal and state law. The employee’s district salary during periods in which
the employee is entitled to leave with pay shall be reduced by a figure equivalent to the
gross salary received from the State of Missouri or the Federal government for the same
period. No employee shall be paid under this provision an amount in excess of the total
salary the employee would have received while fulfilling the employee’s regular
assignment with the District.
Each employee shall furnish a coy of the employee’s military payroll voucher to the
Superintendent/designee within thirty (30) days of the employee’s return to regular
assignment so that the necessary salary adjustments can be made.
Employee eligibility for reinstatement after military duty is completed shall be
determined in accordance with federal and state laws.
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