
Administrative Guidelines for Discretionary Leave 
 
Policy DEC (LOC) states “The employee shall submit a written request for discretionary use of state 
personal leave to the immediate supervisor or designee in advance and in accordance with administrative 
regulations. In deciding whether to approve or deny state personal leave, the supervisor or designee 
shall not seek or consider the reasons for which an employee requests to use leave.” Hutto ISD has 
developed the following administrative guidelines for approving or disapproving discretionary leave: 
 
An employee who wishes to use personal leave or time off duty days for discretionary reasons must submit 
a written request to his or her immediate supervisor a minimum of 3 work days before the anticipated 
absence. 

1. Discretionary Leave is defined as personal leave taken at an employee’s discretion that can be 
scheduled in advance. 

2. Unapproved discretionary leave will result in a reduction of salary in the amount of the employee's 
daily rate for the day(s) out and may result in further disciplinary actions. 

3. Discretionary leave is not allowed and may not be approved on schedule limitation days as defined 
below: 

 State Assessment Days or Semester Exam Days - On a day identified on the instructional 
calendar for state-mandated assessment or semester exams, employees of campus levels at 
which testing is scheduled are not eligible for discretionary leave. Central office personnel 
are also not eligible for discretionary leave on state assessment or semester exam days. 
While testing may only occur during certain periods of the day, if the absence is for a whole 
day or half day, the salary reduction will be for a whole day or half day. 

 Professional Development Days - The district believes that professional development is 
an important part of our district’s ability to be successful and continuously 
improve. Therefore, on a day identified as a professional development day, professional and 
para-professional employees are not eligible for personal/discretionary leave.  

 Before/After School Holidays - A school holiday is defined as a day when the district’s 
central administrative offices are closed during the academic school year (excludes 
summer).  

 Workdays at the beginning or end of a semester or other days critical to an employee’s job 
responsibilities.  

4. Campus Principals and Supervisors have the authority to approve/deny personal leave or 
time off for discretionary reasons, requests for discretionary leave on schedule limitation 
days and discretionary requests for a term longer than three days (but not to exceed five 
days)* based on the following considerations: 

 Impact to students/campus/department 
 Availability of a suitable substitute 
 Attendance record of requesting employee 
 Completion of required tasks or other duties/responsibilities 
 Campus/Department/District events 
 Number of other approved requests for same day 
 Timely submission of request 

The reason for the discretionary leave cannot be a consideration in determining approval/denial in 
alignment with Board Policy. 

*Due to the impact on the instructional program, requests by 10 month staff for more than three days are 
rarely approved.  

 


