Policy

Policy 5.2

Leave Without Pay Policy

Any employee may request to be absent from his/her assigned duties without pay.
Requests for such leave are subject to the approval of his/her supervisor. Employees
may also be assigned by their supervisor or the business office to leave without pay
status as a result of unauthorized absence or absence when all other forms of leave
have been exhausted.

Sick Leave Without Pay

Leave without pay may be granted for the remaining period of sickness or disability after
Sick Leave has been exhausted (see Sick Leave and Family and Medical Leave).

Vacation Purposes

An employee approved for leave without pay for vacation purposes must first exhaust
any accumulated annual leave.

Other Available Paid Leave

Leave Without Pay is not intended to replace available paid leave. Employees who have
a qualifying paid leave balance must use that leave before entering leave without pay
status, unless such status is a result of disciplinary action. This includes, but is not
limited to, Compensatory Time, Annual Leave, Sick Leave, Personal Observance
Leave, Paid Parental Leave (if applicable), Bonus Leaves, and Bereavement Leave (if
applicable). Leave balances will be applied in a manner consistent with the eligibility
requirements and limitations of each specific leave type.

Unauthorized Absence

Employees assigned to leave without pay for unauthorized absence may be subject to
further disciplinary action to be determined on a case-by-case basis.

Benefits

Employees who are in an unpaid status for any portion of a month may be subject to
paying their own benefits out of pocket should the employee not have enough pay to
cover the required deductions through payroll. When at all possible, payment
arrangements should be made with Payroll prior to the employee’s absence. Depending
on the specific situation and/or benefit provider, required payments may be collected
either through direct billing from the benefit provider or through payment to the College.
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Employees who are in an unpaid status not covered by the Family and Medical Leave
Act for more than one-half the number of working hours in the given month must pay
both the employee and employer portions of the employee’s State Health Plan
premium.
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