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SUBJECT: Leaves Of Absence 
 
PURPOSE: To provide a standard policy for administering and granting employee leaves of absence. 
 
POLICY: It is the policy of Employer ABC to grant leaves to all employees on a consistent basis without 
regard to race, color, national origin, sex, religion, age, disability or veteran status. 
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1. Vacation Leave 
 

• Employees shall be entitled to a paid vacation in each fiscal year.  Part-time employees will 
accrue vacation leave on a pro-rated basis with a pro-rated maximum carryover.  Entitlement is 
earned in accordance with the following schedule based on full-time employment: 

 
Length Of Employment Hours Accrued Each Month Carryover to Next Fiscal year 
   
0 but less than 2 years 7 168 
2 but less than 5 years 8 232 
5 but less than 10 years 9 256 
10 but less than 15 years 10 280 
15 but less than 20 years 11 328 
20 years and over 14 376 

 
• Vacation entitlement will begin on the first day of employment and terminate on the last day of 

employment based on the above chart.  Based on the above chart, any unused leave time will be 
carried over each fiscal year.  Unused accumulated vacation that exceeds the maximum 
carryover will be credited to the employee's sick leave balance the first day of the next fiscal year. 

 
• Credit for one month's accrual is given for each month (or fraction of a month) of employment and 

on the first of each succeeding month thereafter.  Note:  An employee cannot use vacation leave 
credits until he/she returns to work.  Credit for a higher accrual rate is given on the first calendar 
day of the month, if the employee's anniversary date falls on the first calendar day of the month.  
Otherwise, the increase occurs on the first calendar day of the following month.  Note: the first 
WORKDAY of a month = the first CALENDAR day of the month for the purpose of this subsection. 

 
• Vacation with pay may not be granted until the employee has had continuous employment for 

six (6) months, although credit will be accrued during that period.  Employees may take unearned 
vacation leave or borrow against future accruals. 

 
• Employees are encouraged to take vacation in the fiscal year in which the entitlement is earned.  

The employee should schedule vacation leave in advance at a mutually agreeable time to both the 
employee and supervisor. 
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• In computing vacation time taken, time during which an employee is excused from work because 
of holidays shall not be charged against the employee's vacation. 

 
• Vacation accruals will be used for absences due to illness after all accumulated sick leave and 

compensatory time has been exhausted. 
 

• If as a condition of employment you accept or transfer to a position not eligible for vacation 
accrual, your current vacation balance will be vested and compensated at the final rate of 
compensation in the last position held that accrued vacation time.  Employees are not eligible to 
use accrued vacation time while in a position not eligible for vacation accrual. 

 
• An employee who resigns or separates from employment (including death) will be paid all their 

unused balance of vacation at the time of separation.  Vacation pay out will be the nearest payday 
after the date of separation. 

 
2. Sick Leave 
 

• Employees earn sick leave on the first day of employment and terminating on the last day of duty.  
Credit for one month's accrual will be given for each month or fraction of a month of employment. 

 
• Sick Leave is earned at the rate of eight (8) hours for each month or fraction of a month 

employment, and accumulates with unused such leave carried forward each month.  Part-time 
employees accrue on a pro-rated basis.  Sick leave accrual terminates on last day of employment. 

 
• Sick leave is taken when sickness, injury, or pregnancy and confinement prevent the employee to 

perform job duties or when the employee is needed to care for a member of their immediate 
family who is ill. 

 
(1) Immediate family is defined as individuals who reside in the same household and are related 

by kinship, adoption, or marriage, as well as certified foster children. 
(2) Minor children of the employee, whether or not living in the same household, are considered 

immediate family. 
(3) An employee's use of sick leave for family members not residing in that employee's 

household is strictly limited to the time necessary to provide care to a spouse, child, or parent 
of the employee.  This provision does not include an employee's parent-in-law if they do not 
live in the same household. 

 
• An employee absent from work due to illness must notify their supervisor or cause them to be 

notified of that fact as soon as possible.  To be eligible for accumulated sick leave with pay during 
a continuous period of more than four (4) working days (includes partial absences), an employee 
must send a doctor's certificate showing the cause or nature of the illness to the supervisor.  Note: 
A written statement of the facts concerning the illness is also acceptable.  The supervisor has the 
discretion to require this documentation.  Abuses of sick leave privileges shall constitute grounds 
for dismissal from employment. 

 
• For employees returning to work as a retiree accrues sick leave as a new employee. 

 
• Illnesses of the same type or that may routinely re-occur, will have a lifetime maximum sick leave 

use of ninety (90) days. 
 
• Employees must advise their supervisor if they are in receipt of subrogation benefits, i.e., by legal 

right collecting pay, reimbursement for loss of work time, or damages from a third party. 
 
3. Bereavement Leave 
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• The death of the employee's spouse, a spouse's parents, children, brothers, sisters, 
grandparents, and grandchildren constitutes bereavement leave.  Employees can take up to 
five (5) days bereavement leave. 

 
• An employee shall notify the supervisor on or before the first day of such absence. 
 
• Requests for leave must be submitted to the supervisor on or before the first day the employee 

returns to work.  The request for leave must show the name, relationship and date of death of the 
employee's immediate family member. 

 
• Leave for the death of anyone other than members of the employee's immediate family will be 

charged to vacation, compensatory time, or leave without pay. 
 
4. Emergency Leave 
 
Employer ABC may grant leave with pay to an employee for good cause, subject to the recommendation 
of the Director of Human Resources and the Divisional Vice President. 
 
5. Military Leave 
 

• Employees who are members of the Military Forces or reserves are entitled to a leave of absence 
without loss of time, vacation time, or salary for all days on which they are engaged in authorized 
training or duty.  This leave cannot exceed fifteen (15) days in any one (1) fiscal year. 

 
• An employee, who is a member of the National Guard, called to active duty by the governor will be 

granted emergency leave without loss of military or annual leave benefits.  Such leave shall be 
provided with full pay. 

 
6. Jury Duty Leave 
  

• An employee can serve on a jury with no deduction in pay. 
 

• In order for an employee to receive pay for jury duty, certification from the Court Clerk, must be 
attached to the approved "Leave Notification Report". 

 
7. Federal Family & Medical Leave Act (FMLA) and Parental Leave 
 

• An employee with at least twelve (12) months of employment is entitled to FMLA provided that 
he/she utilizes all available paid vacation and sick leave while taking a leave.  Exception:  
Employees on FMLA leave in receipt of disability benefits or workers' compensation benefits 
cannot utilize paid vacation, sick leave or emergency leave while receiving such benefits.  Leave 
taken with compensatory time or overtime cannot be designated as FMLA leave. 

 
• Employees cannot use sick leave in conjunction with FMLA leave for the adoption of a child under 

three years of age unless the child is ill.  An employee, who is the father of a child, may use his 
sick leave in conjunction with the child's birth only if the child is ill or to care for his spouse while 
she is recovering from labor and delivery. 

 
• Employees with less than twelve (12) months of employment are eligible to take a Parental Leave 

of absence, not to exceed twelve (12) weeks, provided that the employee utilizes all available 
applicable paid vacation and sick leave while taking a leave.  Parental Leave is limited to, and 
begins with the date of, the birth of a natural child or the adoption or foster care placement of a 
child under three years of age.  Sick leave may be taken only if the child is actually sick. 

 
• FMLA requires that employers provide up to twelve (12) weeks of unpaid leave in a twelve (12) 

month period if requested by an eligible employee for one or more of these reasons: 
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(1) To care for the employee's child after birth, or placement for adoption or foster care; 
(2) To care for the employee's spouse, son or daughter, or parent, who has a serious health 

condition; or 
(3) Due to a serious health condition that makes the employee unable to perform their job. 

 
• A serious health condition is: 

 
1.  Inpatient care in a hospital; or 
2. Hospice, or 
3. Residential medical facility; or 
4. An incapacity requiring absence of more than three (3) calendar days; or 
5. Continuing treatment by a health care provider of a chronic or long-term condition that is 

incurable or will likely result in incapacity of more than three (3) days if not treated. 
 

• Advance Notice and Medical Certification -- An employee, is required to provide advance leave 
notice and medical certification.  Approval of leave may be delayed if requirements are not met.  
The employee should provide thirty (30) days advance notice when the leave is "foreseeable." 
Medical certification to support a request for leave because of a serious health condition is 
normally required within fifteen (15) calendar days when practicable, and the health care provider 
should provide a return-to-work report when the employee is able to return to work. 

 
• Duration and Timing of Leave 

 
(1) Employees may take up to twelve (12) weeks of unpaid leave during a twelve (12) month 

period inclusive of utilizing, within this twelve (12) week window, all available applicable paid 
leave.  For part-time employees leave is calculated on a pro-rated basis. 

(2) The FMLA leave period runs concurrent with other forms of paid and unpaid leave and it 
cannot be used with other leaves to extend one's approved leave period. 

(3) If both spouses are employees and the leave is a family leave, (birth, adoption or foster care), 
or a medical leave for the care of a parent, then the couple is entitled to a total of twelve (12) 
weeks of leave.  The twelve (12) weeks are not aggregated if the purpose of the medical 
leave is to care for a spouse, child or oneself. 

(4) FMLA leave may be taken intermittently (in separate blocks of time due to a single health 
condition) or on a reduced leave schedule (reducing the usual number of hours you work per 
workweek or workday) if medically necessary. 

 
• Job Benefits and Protection 

 
(1) During FMLA leave, the employer will maintain the employee's health coverage under the 

"group health plan." The employee must pay for optional coverage while on leave. 
(2) The use of FMLA leave cannot result in the loss of any employment benefit that accrued prior 

to the start of a leave.  However, no other benefits are provided or accrue while on FMLA 
leave for an entire month except the fringe benefit group health insurance contribution. 

(3) Upon return from FMLA leave, employees will be restored to their original or equivalent 
positions with equivalent pay, benefits, and other employment terms. 

 
8. Leave Without Pay 
 
Employees my be granted leave without pay subject to the following provisions: 
 

• Except for disciplinary suspensions, military duty, parental leave, FMLA, and Workers 
Compensation situations, all accumulated paid leave must be exhausted before granting such 
leaves.  In addition, sick leave must be exhausted only in those cases where the employee is 
eligible to take sick leave, as provided above.  Such leaves will be limited in duration to twelve 
(12) months. 
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• Approval of such leaves does guarantee employment for a specified period of time. 

 
• The CEO may grant exceptions to these limitations. 
 
• Except in the case of returning from military leave without pay, each full calendar month in which 

an employee is on leave without pay will not be counted in the calculation of vacation leave 
entitlements.  Employees do not accrue vacation or sick leave for such month.  In addition, each 
full calendar month of leave without pay does not constitute a break in continuity of employment. 

 
9. Administrative Leave for Outstanding Performance 
 
The CEO may grant administrative leave with pay to reward employees who achieve outstanding 
performance.  Performance must be properly documented.  Administrative leave cannot exceed 
thirty-two (32) hours in any fiscal year. 
 
10. Employee and Department Responsibilities for Leave 
 

• Employees should inform their supervisor at the earliest practical time of their absence or 
anticipated absence(s), with dates and proper (medical) documentation. 

 
• For illness and/or disability a doctor's certification may be needed to certify the period of 

absences. 
 
• Failure to properly notify a supervisor can constitute job abandonment, which is justification for 

termination.  Bona fide emergencies will be taken into consideration on a “without-prejudice” 
basis. 

 
• The employee is responsible for completing the Application for Leave Form, providing supporting 

documentation, and following up on approvals. 
 
• Departments are responsible for notifying Human Resources and Payroll regarding leaves.  The 

department is responsible for processing the necessary documents (Staff Advice Form, 
Application for Leave Form, etc.) to process the requested leave in a timely manner. 


