Leave of Absence Without Pay

Any employee who desires to be absent from work for an extended period and who has exhausted all available paid leave time, may only do so if granted a Leave of Absence Without Pay.  An employee seeking a Leave of Absence Without Pay, whether for medical or other reasons, must apply to the Executive Director or Program Services Director for a leave using the Leave of Absence Without Pay Form for Request and Approval.  The request shall be in writing, state the reason for the leave, the expected duration of the leave, and any other relevant information.  Except for unforeseen circumstances such as a disabling accident, the request must be made in advance.  When advance request is not possible, the request must be made as soon as possible.  Because a Leave of Absence Without Pay can increase the burden on other employees, a leave without pay should not be sought unless absolutely necessary.

At the Center’s sole discretion a particular leave request may be granted or denied.  Some factors influencing its decision include length of the requested leave, job responsibilities, time of year, work load for the job classification, and ability to replace a person temporarily.  The employee’s job will not necessarily be available upon expiration of the leave.  

All paid leave must be exhausted prior to the commencement of an unpaid leave, and no paid leave benefits will accrue or be instituted during the unpaid leave.

During periods of approved unpaid leave an employee’s years of service will continue.

The employee is responsible to report to the Center promptly at the end of the approved Leave of Absence.  Failure to do so will be regarded as a voluntary termination of employment.

