
Not feeling well and need to take a day? Here’s a guide for taking sick leave. Get well soon! 
 
1. How much sick leave do I get each year? 
 

FT instructional faculty are credited with 10 days (80 hours) of sick leave per year, with 8 hours of 
leave added each month. Service faculty earn 7.34 hours of leave over 12 months (88 hours). FT 
faculty with an overload or a reduced load, and temporary (PT) faculty earn a pro-rata amount of 
leave based on load. Your leave balance accumulates from year to year.  
 
Pro tip: your leave balance shows up in MyCuesta in the Employee Dashboard above the pay stub 
information 

 
2. How much leave is deducted if I miss a day? 

 
a. A total of 8 hours of leave will be deducted if a FT person takes a full day of leave and misses 

contractual obligations like classes, office hours, service appointments, committee meetings, or 
planned Flex activities. 

b. A FT faculty person may be credited with up to 4 hours per day for activities such as class 
preparation, grading, academic support duties, student communications, committee work, or 
participatory governance work that is conducted off-campus.  
• Example: a FT person misses their 2 classes (3 hours) but grades for 5 hours while sick at home. 

A total of 4 hours will be subtracted from their leave balance.  
c. Faculty with less than 100% load will have a pro-rata amount of leave deducted for missing a full 

day of contractual obligations. Work from home as described in (b) can be credited for ½ (50%) of 
their daily hours.  
•  Example 1: A person working 60% load misses a full day of contractual obligations. A total of 

4.8 hours of leave is deducted (0.60 * 8 hrs). 
•  Example 2: A person working 60% load misses all of their classes but does 5 hours of prep and 

grading at home that day. A total of 2.4 hours of leave is deducted (0.60 * 8 hrs * 0.50). 
 

3. What if I only miss part of a day, and fulfill my other contractual obligations? 
 
The leave time deducted for missing a partial day of scheduled contractual obligations will be just for 
the time missed. 

• Example: a person (FT or PT) teaches 2 classes (3 hours) but misses one class (1.5 hours) for a 
dentist appointment. The 1.5 hours missed is deducted from leave. 

 
4. Where can I find a leave form? 

 
The Cuesta Payroll website has a fillable pdf. 

 
5. Can I take my unused leave with me if I leave for another teaching position covered by STRS?  

 
Yes! Contact the HR people your new school during your first year of a new position.  

 
6. Is there a benefit to having unused sick leave at retirement? 
 

Yes! Cal-STRS will include unused sick leave in your retirement benefits, PT or FT. Check with 
STRS for more details.  

https://www.cuesta.edu/about/depts/payroll/faculty.html
https://www.cuesta.edu/about/documents/payroll-docs/Faculty_Leave_Request.pdf


7. Is there a difference between sick leave, Personal necessity, and Personal business leave? 
 

a. Sick leave is used for your illness or the illness of a sick child, parent, spouse, or domestic partner. 
The district is required to have a physician’s note for leave of more than 3 consecutive days. 

b. Personal Necessity leave is used for specific reasons: death of immediate family, accidents to you 
or your family, appearance in court, and other serious circumstances that must be attended to during 
work hours. Faculty can use up to 7 days of this leave per year from the sick leave balance. 

c. Personal Business leave is not restricted and can be up to 3 days per year. 
 
 
Sample leave form: 
Jan 19: Amanda missed one class for personal leave and requested a substitute. Amanda talked to the 
division chair who found a sub. Amanda didn’t do any prep, grading, or office hours that day and 8 hrs are 
subtracted from their leave balance. 
 
Jan 20: Amanda missed 2 classes that morning but spent 2 hours grading and 2 hours doing a live Zoom 
student help hour in the afternoon. Amanda can claim a maximum of 4 hours of at-home prep work, and 4 
hours are subtracted from their leave balance. 
 
Jan 21: Amanda missed one class due to feeling ill in the afternoon but taught 2 other classes that day. 
Amanda has 1.5 hours for the missed class deducted from their leave balance. 
 

 
 
 
See Article 6.8-6.12 of the CBA for more details.  

http://www.ccft.org/

