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LEAVE WITHOUT PAY AND UNAUTHORIZED ABSENCES
I. PURPOSE:

To establish a policy regarding employees in leave without pay status.

II. SCOPE:

Department wide.

III. POLICY:

A. Employees may be in leave without pay status if they are on leave from work but have exhausted their accrued annual, compensatory, or if appropriate, sick leave balances.  Leave without pay is generally not granted unless an employee has exhausted all appropriate paid leave.  However, the Appointing Authority or designee may use discretion in approving leave without pay under extenuating circumstances.  When an employee is in leave without pay status, the amount of leave accrued is pro-rated.

B. Supervisors and timekeepers must notify the Office of Human Resources when employees are in leave without pay status for an entire pay period.

C. The code “LNP” is to be used when entering leave into the Department Electronic Leave and Time Accounting (DELTA) system.

D. Leave without pay is requested and approved in the same manner as annual leave or sick leave.

E. Any absence from work without prior notification and supervisory approval is considered an unauthorized absence, and is subject to disciplinary action which may include suspension, demotion, or dismissal.  Such unauthorized absences are coded as “AWOL” in DELTA.  Refer to Chapter 7, Section 7.5 for examples of unauthorized absences.
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