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Requests for leave of absence mugt bein writing and state the reason for which the leaveis
requested. The length of the requested leave and a Statement that the employee does, in fact,
intend to return to regular employment status with the college a the end of the leave of absence
must aso beincluded in the request.

Reasons for and conditions pertaining to aleave of absence include:
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llIness or Disability — Anemployee may request aleave of absence for hisor her
own illness or disability or the illness or disability of an immediate family member. Such
leave may be granted for no more than one year (including any time taken pursuant to
the Sck Leave or Family and Medical Leave policies for theillness or disability).

Request for Leave A request for such aleave must be accompanied by a satement
from a hedth care provider certifying the basis for leave (or for additiond leaveif itis
an extenson of FML) and that the length of time requested is reasonably necessary
given the medica condition.

Reinstatement: Before the employee can be reingtated, he or she must submit to the
Human Resources Department a hedlth care provider’ s statement, certifying that the
employee has been examined and is able to resume the essentid functions of his or her
job. In addition, the Human Resources Department may request that the employee be
examined by a physician appointed by the college.

Professional Development — Professona development may include but is not
limited to academic study, educationd felowship, and employment in arelated
business, industry, or professon. Approva of such leave requires the recommendation
of the employeg'simmediate administrator and concurrence of dl other administrators
in the organizationd chain. A request for aleave of absence for professond
development, including academic or practica experiences, shdl include an outline of the
program of development to be pursued. An approved leave of absence without pay or
fringe benefits for professond development shdl be granted for no longer than one
year. A leave of absence for afraction of any academic quarter will be granted to an
employee with ingructiond responsbilities only with the approva of the department
adminigrator to ensure that ingtruction is not disrupted. In order to maintain the quality
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of sarvice at the college, an adminigtrator may limit the number of concurrent leaves of
absence for that department.

Faculty Exchange/Vidtation Program — A request for aleave of absence to
participate in an approved faculty exchange or visitation program may be granted on
request for not more than one year. The request must be approved by the faculty
member’ s adminigtrator, dean, and the provost. Terms of compensation and benefits
will be desgnated by the Presdent &t the time the leave of absenceis granted. If the
employee involved in the faculty exchange program receives regular full-time
compensation from the college visited, the employee will earn one year's service credit
at the college.

Personal Needs — A leave of absence for persona reasons may be requested and
approved for a period not to exceed one year.

Leaves of absence shdl be classfied as ether short-term or long-term. Both require the
gpprova of the employee’ simmediate adminigtrator.
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Short-term leave of absence shdl be for aperiod of 30 caendar days or less and shall
be requested in writing. Credit for service accumulation, salary calculation, promotiona
condderation, and payment of benefit premiums by the college will not be affected.

The employee on unpaid leave of absence may eect to continue receiving fringe
benefits by paying the employee's portions of this premium, except as may be provided
elsawherein this procedure or as may be restricted by the benefit carrier.

Long-term leave of absence shdl be for aperiod of more than 30 cdendar days and
shdl be requested in writing. Credit for service accumulation, salary caculation, sck
leave, persond leave, vacation leave, and promotiona congderation will not be
accrued. The employee on unpaid leave of absence may elect to continue receiving
fringe benefits by paying both the College' s and employee s portions of this premium,
except as may be provided elsewherein this procedure or as may be restricted by the
benefit carrier.

() Amendments to an gpproved long-term leave of absence must be requested in
writing. Amendments require gpprova by the employee'simmediate
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adminigrator and the concurrence of the next-leve adminidrator in the
organizetiond chain.

(i) Upon completion of not more than three-fourths of the gpproved long-term
leave of absence, the employee on leave will notify the Human Resources
Department of his’her intention to return to employment with the college.
Failure to make such natification could delay reinstatement or result in the
employee's not being reingtated.

Factors. For al leaves of absence, the factors to be consdered in determining whether to grant
or deny the leave of absence will include, but will not be limited to, the following:
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whether the work unit can function effectively without the employee for the time of
leave requested;

whether the employee’ swork can effectively be accomplished in his or her absence by
someone ese within the work unit;

whether the employee’ swork can effectively be accomplished by the short-term hire of
another employee;

the availability of other employees or potentid employees with amilar skillsand
experience necessary to accomplish the employee’ swork;

whether denid of the leave serves the best interests of the work unit or the college; or

ability of the college to reingtate the employee a the conclusion of the requested leave
to hisor her origina job or ancther job & asmilar leve of responghility.

Failure to return from aleave of absence on the scheduled date of leave termination, or falure
of the employee to abide by the terms of the leave of absence, shall be just cause for discharge
of the employee, effective on the day following the last day worked. Bendfits digibility, if any,
shall be based on benefits due the employee on the last day worked.



