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LEAVE OF ABSENCE WITHOUT PAY

I.
PURPOSE:

To provide for an approved extended absence from pay status for an employee.

II.
SCOPE:

Department wide.

III.
POLICY:

An employee may be granted a leave of absence without pay for any of the following reasons:

A. Because of medical disability of the employee not covered under the Family and Medical Leave Act of 1993. See Administrative Policy 8.5 (Pregnancy, Childbirth and Adoption Leave).

B. Because the employee is entering upon a course of training or study for the purpose of improving the quality of his/her service to the Department or preparing for promotion.

C. Because of extraordinary reasons sufficient in the opinion of the Appointing Authority to warrant a leave of absence.

An employee desiring a leave of absence shall submit a written request through administrative channels to the Appointing Authority prior to commencement of the leave, when the leave is foreseeable. The request shall include the reason for the leave and the period of time requested. A request for disability leave must include a written statement from the employee’s physician explaining the nature of the illness and the anticipated date the employee will be able to return to work. See Administrative Policy 3.3 (Workplace Adjustments and Accommodations for Employees with Permanent and Temporary Disabilities).  Approval of such request is at the discretion of the Appointing Authority in consultation with the Human Resource Manager in the Office of Human Resources (OHR).

A leave of absence may be granted if the work unit is able to provide essential services during the leave of absence through a temporary appointment or reassignment of duties. Such reassignment shall not result in an undue hardship upon other employees in the work unit as determined by the unit director.
A leave of absence may not be for a period longer than twelve (12) months; however, upon written request of the employee, the leave may be extended with the approval of the Appointing Authority. In order to request an extension, the employee is required to notify the Appointing Authority, in writing, no less than one week prior to the previously approved date of return. 

At the expiration of the leave, the employee will normally be assigned to a position in the same class and geographic location. However, depending upon the availability of the vacancy, the employee may be assigned to a position in a comparable class or in another location at the  discretion of the Appointing Authority. 

If the employee has been on an extended leave of absence due to medical reasons and has work restrictions or requires an accommodation as designated by a health care provider, the employee must provide such documentation to his/her immediate supervisor, with a copy to the Office of Human Resources, at least three (3) working days prior to the employee’s scheduled date of return to work, or as soon as practicable, and complete an accommodation request in accordance with Administrative Policy 3.3. 

Due to the Department’s time accounting system and the SAM II payroll system, when an employee has exhausted all of their accrued leave and continues to be on leave for a period of time, which exceeds a semi-monthly pay period, the timekeeper and/or appropriate supervisor should contact the Office of Human Resources to discuss the specifics of the employee’s situation, so that the appropriate leave codes/personnel action can be determined, and can record the absences as Leave of Absence Without Pay. This is a technical adjustment to ensure that leave is recorded accurately, and is not based on a formal request for leave that has to be approved.

For a Leave of Absence due to entry into the military, see Administrative Policy 8.9 (Military Leave of Absence without Pay).

Prepared By:

Approved By:

Chief, Office of Human Resources

Acting  Director
[image: image1.png]