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MILITARY LEAVE WITH PAY

I. PURPOSE:

To provide paid time off to departmental employees who are serving in the National Guard, Reserves, or United States Coast Guard Auxiliary.
II. SCOPE:

Department wide.

III. POLICY:

A regular or probationary employee who is a member of the National Guard or any of the reserve components of the Armed Forces of the United States, or United States Coast Guard Auxiliary, will be granted time off from duty with pay, not chargeable to accrued leave, on days which he/she is ordered to military duty or training, not to exceed one hundred twenty (120) hours in any federal fiscal year (October 1 through September 30). Any employee entitled to military leave shall only be charged military leave for any hours which the employee would otherwise have been required to work had it not been for such military leave. The one hundred twenty (120) work hour limitation shall not apply to periods of military service during which employees are engaged in the service of this state at the call of the governor and as ordered by the adjutant general. 

Prior to the effective date of the leave, the employee should submit an entry into the Department Electronic Leave and Time Accounting (DELTA) system for supervisory approval. When the employee is unable to complete DELTA entries, the supervisor should complete the entries on the employee’s behalf. Official military orders are 

required to support this coding and a copy of the orders should be sent to the Office of Human Resources. When either military necessity prevents the employee from giving advance notice or circumstances make it impossible or unreasonable for the employee to provide advance notice, the notice requirement can be delayed or excused.
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