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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

LEAVE WITHOUT PAY

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
Leave without pay may be granted to full-time employees who have at least three years satisfactory service to the college.  Vacation and/or personal days must be exhausted prior to being granted leave without pay.  Sick leave must be exhausted before being granted leave due to illness.
1.02
Such leave may be taken for the following reasons:  (a) extended absence in the college’s interest such as research or advanced education or training leading to improved job skills, absence due to an extended illness; or for other matters deemed appropriate by the administration/Board of Trustees.

2.00
SPECIFIC STATEMENTS

2.01
Leave without pay may be authorized by the president or appropriate vice-president for a period of 21 days or less.  Leave without pay of more than 21 days requires approval of the Board of Trustees.  In cases where leave is requested it shall not be granted for periods in excess of one calendar year, except for military service or workmen’s compensation paid disability.

2.02
Leave of absence will be granted with assurance of reinstatement to the same position or other employment in the department of equal or greater status.  Employees who do not apply for reinstatement within the time specified shall be automatically terminated.

2.03
Employees while on leave shall retain their year’s service rights and accumulated benefits but shall earn no additional benefits.
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