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P6HX23-2.28
PROCEDURE:  LEAVE—GENERAL
I.
Approval from the employee’s immediate supervisor or designated official for all types of leave (sick, personal, vacation, or other forms of leave with or without pay) must be obtained in advance.  Sick leave and other types of leave made necessary by an unanticipated event are considered as being requested in advance if the employee makes a prompt reporting to his or her immediate supervisor or a designated official concerning the absence and provides validation of the reason(s) for the leave if requested to do so in accordance with College policy.

II.
Employees who fail to return to work on the dates approved by their immediate supervisor, or a designated official, may be considered to have voluntarily resigned their position with the College, subject to the requirements of state and federal law. 

III.
No leave, except personal, shall be granted to an employee who is not in a paid status immediately prior to the leave.

IV.
When applying for leave, an employee must clarify the purpose or cause for which the leave will be used.  If the type of leave granted should change, the employee must reapply for leave stating the new basis for the requested leave or the employee must return to work.

History:
Adopted – 10/21/14.  Filed – 10/21/14.  Effective – 10/21/14.
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