
Are you planning on going 
out on leave?  

This packet of information will give the understanding 
of what you will need to know about going on 

leave.  
 

• All available leave will be used at the beginning of 
your leave.   

  (State and Local that you have accrued)  
• After all earned days have been used you will be 

given a “payoff “check.  
• When you return to work your salary will be 

refigured to reflect the new number of days you will 
be working.  



What happens to my 
paycheck when I go on 

leave?   



How do I know the 
number of days that I can 

use for my leave?  

When figuring  the number of days accrued, only count 
calendar work days (that does NOT include winter break, 

spring break etc..)  



Accruing State Days 

0-17 0 

18-35 0.5 

36-53 1 

54-71 1.5 

72-89 2 

90-107 2.5 

108-125 3 

126-143 3.5 

144-161 4 

162-179 4.5 

180 + 5 



Accruing Local Days 
0-22 0 

23-45 0.5 

46-68 1 

69-91 1.5 

92-114 2 

115-137 2.5 

138-160 3 

161-179 3.5 

180-201 4 

202-225 5 

226-260 6 



What will my last check 
look like?  





What happens to my 
Insurance when I am on 

leave?  



Everything stays the same until 
after you receive your payoff 

check.  
 

 You will receive a letter stating what 
premiums and any other deductions that you 
will owe. 

 
 

 





Will I get a check when I 
return to work?  

  



How much will my checks 
be when I return to work?  

• Take the # of days you have 
remaining of your contract to work  

• Multiply that # by your daily rate 
• We divide that amount by the 

number of checks you have 
remaining for the year 

                 237.75 daily rate 
  X 123 

            29243.25 / 18 
       = 1624.63 
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