Unpaid Leave Policy 

Sample Policy #1
Leave without pay – Medical
The library provides medical leaves of absence without pay to full-time employees who are temporarily unable to work due to a serious health condition or disability. For purposes of this policy serious health conditions or disabilities include inpatient care in a hospital, hospice, or residential medical care facility; continuing treatment by a health care provider; and temporary disabilities associated with pregnancy, childbirth, and related medical conditions.
Eligible employees may request medical leave only after having completed 365 calendar days of service. Eligible employees should make requests for medical leave to their supervisors at least 30 days in advance of foreseeable events or as soon as possible.

A health care provider’s statement must be submitted verifying the need for medical leave and its beginning and expected ending dates. Any changes in this information should be promptly reported to the library. Employees returning from medical leave must submit a physician’s statement of their fitness to return to work.

Eligible employees are normally granted leave for the period of the disability, up to a maximum of 12 weeks within any 12-month period. Any combination of medical leave [3.7] and family leave [3.8] may not exceed this maximum limit. Employees are required to first use any accrued paid leave time [that is, vacation and sick leave] before taking unpaid medical leave.

Employees who sustain work-related injuries are eligible for a medical leave of absence for the period of disability in accordance with all applicable laws covering occupational disabilities. 

Subject to the terms, conditions, and limitations of the applicable plans, the library provides single coverage health insurance benefits for the full period of the approved medical leave. Benefit accruals, such as vacation, sick leave, or holidays, are suspended during medical leave and resume upon return to active employment.

So that an employee’s return to work can be properly scheduled, an employee on medical leave is required to provide the library with at least two weeks advance notice of the date the employee intends to return to work. When a medical leave ends, the employee is reinstated to the same position, if it is available, or to an equivalent position for which the employee is qualified. If the employee fails to return to work on the agreed upon return date, the library assumes that the employee has resigned.

Sample Policy #2
Leave without pay – Family
The library provides family leaves of absence without pay to full-time employees who wish to take time off from work duties to fulfill family obligations relating directly to childbirth, adoption, or placement of a foster child; or to care for a child, spouse, or parent with a serious health condition. A serious health condition means an illness, injury impairment, or physical or mental condition that involves inpatient care in a hospital, hospice, or residential medical care facility, or continuing treatment by a health care provider.

Eligible employees may request family leave only after having completed 365 calendar days of service. Eligible employees should make requests for family leave to the director at least 30 days in advance of foreseeable events or as soon as possible for unforeseeable events.

Employees requesting family leave related to the serious health condition of a child, spouse, or parent may be required to submit a health care provider’s statement verifying the need for a family leave to provide care, its beginning and expected ending dates, and the estimated time required.

Eligible employees may request up to a maximum of 12 weeks of family leave within any 12-month period. Any combination of family leave and medical leave may not exceed this maximum limit. Employees are required to first use any accrued paid leave time for which they are eligible, i.e., vacation and sick leave, before taking unpaid family leave.

Subject to the terms, conditions, and limitations of the applicable plans, the library provides health insurance benefits for the full period of the approved family leave. Benefit accruals, such as vacation, sick leave, or holidays, are suspended during the leave and resume upon return to active employment.

So that an employee’s return to work can be properly scheduled, an employee on family leave is required to provide the library with at least two weeks advance notice of the date the employee intends to return to work. When a family leave ends, the employee is reinstated to the same position, if it is available, or to an equivalent position for which the employee is qualified. If an employee fails to return to work on the agreed upon return date, the library assumes that the employee has resigned.

Leave of absence 

Employees may request, in writing, up to twelve weeks (12) leave without pay for the following reasons:

          personal illness in excess of accumulated sick leave

          childbearing/family leave

          military service

          adoption

Failure to return to work at the expiration of a leave of absence shall be construed as a resignation unless an extension has been requested and approved by the Board prior to expiration of leave.

Sick leave and annual leave do not accumulate during leave without pay.  No pay will be given for holidays which occur during the leave.

An employee on a leave of absence will be notified in writing one week before its expiration.

Accrued sick leave and annual leave must be used before going into leave without pay.

Leave of Absence  

An employee may request a leave without pay for personal reasons such as to further education.  (See Family & Medical Leave for leaves due to personal illness, serious illness of family member, birth of a child or placement of child with the employee for adoption or foster care.)
Eligibility

To be eligible for unpaid leave, the employee must have been employed by the Library for at least 12 months (either full-time or part-time).

The effect of the absence on the operation of the Library must be considered, and the request for unpaid leave will not be approved if the position cannot be held open until the employee returns, or if the department cannot meet its work requirements while the employee is on leave.
Nature of Leave

The employee must provide at least 30 days notice of his/her request for leave.  The application for leave must be in writing and should be given to and approved by the departmental supervisor.  The Library Director must approve all leaves of absence.


The employee will be notified within one week of the action taken on the request for leave.

Effect of Leave on Benefit Plans

Holidays – the employee will not be paid for any holidays that fall within the leave of absence period.

Vacation, Personal, and Sick Days – No credit for vacation, personal, or sick days will be added to the employee’s account during the leave of absence.

Health Insurance – the Library will not pay the cost of medical insurance during the leave.  The employee may keep the insurance in effect by advance payment to the business office of premiums which fall due during the period of the leave.

Failure to Return from Leave

Failure to return to work at the expiration of a leave of absence shall be construed as a resignation.

Military Leave

Full-time employees who are members of any United States military reserve will be granted, on request, a leave of absence for such time as they are in military service.  Requests for military leave should be directed to the Human Resources Director.  Employees affected by military duty leaves must provide a copy of active duty, temporary duty, or activation orders with their request for leave.

Employees who are required to perform in annual limited active duty for training (such as Army Reserve or National Guard) will be granted leave of absence not to exceed 30 working days per calendar year.  Employees will receive regular pay for the leave period minus military pay received up to but not exceeding the amount of Library compensation.

Employees who are required to perform any other active duty may request leave without pay for the length of time their service is required.  Upon completion of service, they will be restored to their original position or to a position of like responsibility and pay.

Sample Policy #3
Personal Leave of Absence

A personal leave of absence XE "Leave of absence:Personal"  is defined as authorized time off from work without pay for a specified period of time not to exceed 6 months.  Only employees who have completed at least 12 calendar months of service with the library (does not have to be continuous) may request an unpaid personal leave of absence.  Personal leave must be requested in writing at least 30 days in advance, unless necessitated by an emergency, in which case, oral notification should be followed by written application for the leave.

Procedure for requests

Employee requests for leave are to be submitted in writing to the Director and should include the beginning date of the leave, the return to work date, and the specific reason for the leave.  The Director, in deciding whether or not to grant leave, or to extend a leave, will consider the following criteria:

· Purpose of the leave

· Length of employee’s service (current as well as length expected upon return to work)

· Prior work performance and attendance record

· Ability of remaining staff to cover duties during the leave

· Total length of the requested leave

Leave related to the birth of a child, placement of an adopted or foster child, care of an immediate family member, or personal medical reasons may be covered under the Family and Medical Leave Act of 1993 XE "Leave of absence:Family and Medical Leave Act"  (see Family and Medical Leave Act of 1993 section in this Handbook).

Requests for personal leave will be evaluated based on a number of factors, including anticipated workload requirements and staffing considerations during the proposed period of absence.  All unused, accrued vacation leave and sick/personal days must be used in accordance with those specific policies before a personal leave will be granted.

Health insurance benefits

Full-time employees who have health insurance benefits provided by the library will keep that benefit until the end of the month in which the leave of absence begins.  At that time, employees will become responsible for the full cost of the health insurance if they wish for coverage to continue.  This must be determined in advance, and arrangements must be made for premiums to be paid.  Failure to pay health insurance premiums will result in the cancellation of benefits.   When the employee returns from the leave of absence, health benefits will again be provided by the library beginning with the month following the employee’s return from the leave of absence in accordance with the health insurance provider’s policies and eligibility requirements.

Benefit accruals

Benefit accruals, such as vacation leave or sick/personal days, will be suspended during the leave and will resume upon return to active employment in accordance with those specific policies.  Any library emergency closing or holiday closing occurring during such a leave will not be compensated.  Depending upon when the employee returns to work, the anniversary date for vacation accrual may change.

Status reports

An employee who is granted a leave is to contact the Director at least 1 week prior to the return to work date and confirm his or her return as scheduled.  If an employee fails to confirm his or her return to work or fails to report to work promptly at the expiration of the approved leave period, the library will assume the employee has resigned.  An employee may return to work earlier than the approved return to work date with the approval of the Director.

Extension of leave

If an employee wishes to extend a leave of absence, a written request must be made to the Director at least 2 weeks prior to the date that the employee is scheduled to return to work, unless necessitated by an emergency, in which case, oral notification should be followed by written application for the extension.  The written request should include the return to work date, and the specific reason for the extension.

Job restoration

When a leave of absence ends, every reasonable effort will be made to return the employee to the same position, if available, or to a similar available position for which the employee is qualified.  However, the library cannot guarantee reinstatement in all cases.
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