OLYMPIC ESD 114 ADMINISTRATIVE PROCEDURE
EMERGENCY LEAVE

5400 P3

Emergency leave may be granted to part-time and full-time employees in the case of
unforeseen circumstances or emergencies defined as follows:

1. The problem must have been suddenly precipitated and/or of such nature that pre-
planning could not relieve the necessity for the absence.

2. The problem cannot be one of minor importance or of mere inconvenience and must be
serious.

3. This definition of emergency is intended to include when an employee chooses to stay
home in inclement or hazardous weather conditions because of the perceived safety
risk that traveling could create.

The employee shall contact his/her immediate supervisor as soon as possible to report an
absence due an emergency defined in this procedure. Upon return to work, if not before, a
request for emergency leave must be submitted in Time Off for the supervisor’s approval.

Emergency leave is non-cumulative and shall be deducted from sick leave.
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