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PROCEDURE: CIVILIAN AIR PATROL LEAVE
I. Purpose
To provide a Procedure for Civilian Air Patrol Leave in compliance with section 252.55, Florida Statutes.
All supervisory and administrative personnel, faculty, and staff are expected to become familiar with this Procedure and assist the College and those who wish to avail themselves of this Procedure.
II. Scope

This Procedure applies to all College employees.

III. General Provisions
A. The College will provide eligible employees with at least fifteen (15) days of unpaid Civil Air Patrol Leave per year to participate in a Civil Air Patrol training or mission.
B. To be eligible for Civil Air Patrol Leave, you must:
1. Be employed by the College for at least ninety (90) days before beginning leave; and
2. Be a senior member of the Florida Wing of the Civil Air Patrol with at least an emergency services qualification.

C. Employees who take leave pursuant to this Procedure are not required to use paid leave while on Civil Air Patrol Leave, but they may elect to substitute any of their accrued paid leave for the work time missed on Civil Air Patrol Leave.
D. Employees are to provide as much notice as possible of their intent to take Civil Air Patrol Leave, and the College may require documentation in support of any request for leave under this Procedure.  Notice is to be provided to the employee’s direct supervisor, who will work with Human Resources to ensure adherence to the provisions of this Procedure.
E. Employees must promptly notify their direct supervisor of their intent to return to work at the end of their leave under this Procedure. 
F. The College is not required to return an employee on Civilian Air Patrol Leave to work if:

1. The College’s circumstances have so changed as to make employment impossible or unreasonable;
2. It would impose an undue hardship on the College;
3. The employee’s employment with the College prior to taking leave was for a brief, nonrecurring period, and there was no reasonable expectation that their employment would continue indefinitely or for a significant period; or
4. The College had legally sufficient cause to terminate the employee at the time they commenced leave. 
G. Upon an employee’s return to work from Civilian Air Patrol Leave, they will be entitled to the seniority they had on the date leave began and any other rights and benefits that are bestowed as a result of such seniority, as well any additional seniority that the employee would have attained during their time on Civilian Air Patrol Leave.
IV. Investigations, Channels of Review, and Appeals
A. If an employee believes the provisions of this Procedure are improperly denied, they shall report the matter to the College’s Title IX Coordinator/EAEO Officer within thirty (30) calendar days of the denial.
B. Upon receiving a report of an alleged violation of this Procedure:
1. The Title IX Coordinator/EAEO Officer may refer the matter for review; investigate the matter directly; facilitate the investigation; and/or make recommendations regarding such investigation(s) as deemed appropriate.

2. Such investigations or reviews may also require the assistance or input from the employee’s supervisor(s), Human Resources and/or others as deemed necessary.

V.
Informal Resolution
A. The goal of informal resolution is to ensure that the General Provisions of this Procedure are implemented, and if they have not, the matter is resolved promptly at the lowest level possible.

B. Since no disciplinary action is taken if a matter is informally resolved, informal resolution would ordinarily not be appropriate where the General Provisions of this Procedure are not provided due to an animus or bias against the employee’s membership in the Civilian Air Patrol.
C. Should an employee first prefer to attempt to resolve the dispute informally, such actions to resolve the matter may include, but are not limited to, the following as deemed appropriate:
1. Speak personally with or write a confidential (no third person receives a copy) letter or email to the person who denied the leave request informing them of the potential resulting impact on the employee, and what the employee expects next, which likely includes immediate approval of leave requested under this Procedure.  This is a personal step taken solely between the employee seeking leave under this Procedure, and the person who denied approval of the employee’s leave request.
2. The employee may request and/or the College may recommend that attempts be made to resolve the matter informally with the assistance of Human Resources acting as a mediating party or appointing a third party within the College to mediate.  The goal here is to resolve the matter without a formal investigation and without elevating the complaint within the College.  Attempts to resolve the matter may include:

a. Speaking with the person who denied the request for leave on behalf of the employee who requested it;
b. Meeting with the person who denied the request for leave and the employee who requested it together to facilitate communication and explain the College’s policies;
c. Requesting that a workshop be conducted in the department or area for purposes of education on the provisions of this Procedure.
d. Working with the employee requesting leave under this Procedure to facilitate other acceptable informal solutions to resolve the matter.

It is anticipated that any third party shall endeavor to follow up in order to bring resolution to the situation.  However, if the matter is not resolved after taking the informal actions, the employee requesting leave under this Procedure is also encouraged to contact the third party who assisted with the matter, the Director of Human Resources Relations & Compliance, and/or Human Resources in order to proceed through other resolution channels as deemed appropriate.

D. There is no requirement that informal resolution steps be used.  Additionally, the employee requesting leave under this Procedure is also free to withdraw from the informal resolution process and file formally with the College.
VI. 
Formal Process 
A. 
Step 1:  Initiating Formal Process
For matters not resolved using the Informal Resolution process above, the complaining party may submit a written complaint to the Title IX Coordinator/EAEO Officer within thirty (30) calendar days of the denial of leave under this Procedure as the first step in the formal process of bringing a grievance.  The written complaint should contain the names of the persons involved and a description of the facts and circumstances surrounding the denial of leave under this Procedure.
B. Step 2:  Initial Intake and Review
After receiving the written complaint and conferring with the employee who filed it, the Title IX Coordinator/EAEO Officer or designee(s) will contact the person who denied the request for leave under this Procedure to discuss the matter and gather information.  The person who denied the request for leave will also be given the opportunity, should they so desire, to submit a written response to the complaint.  The Title IX Coordinator/EAEO Officer or designee(s) shall also arrange additional meetings that are necessary to collect the information needed to review the matter. 
C. Step 3:  Completion of Review and Communication of Findings
Within twenty (20) workdays of receiving the written complaint, or as soon as possible thereafter, the Title IX Coordinator/EAEO Officer or designee(s) will gather the needed information, conduct the necessary meetings, and communicate their findings of the complaint to both parties.  The Title IX Coordinator/EAEO Officer or designee(s) may make recommendations to the administration as a result of the findings.  The findings may also be provided to other College administrators at any stage of the process, as the Title IX Coordinator/EAEO Officer or designee(s) deems appropriate. 

D. Step 4:  Consideration of Mutual Resolution
It is understood that the Title IX Coordinator/EAEO Officer or designee(s) will endeavor to encourage the parties to reach a mutual resolution as part of the formal process, as appropriate.  To this end, the Title IX Coordinator/EAEO Officer will offer the parties an opportunity to meet or will meet with the parties individually to mediate any unresolved issues or concerns.  

When deemed necessary, a resolution to a dispute may be formally documented by a mutual agreement of the parties, with the assistance of the Title IX Coordinator/EAEO Officer or designee(s).  In these cases, a Mutual Resolution of Dispute Form shall be signed by all parties and the Title IX Coordinator/EAEO Officer or designee(s) shall set forth the terms of the agreement. 

When a Mutual Resolution of Dispute is entered into, a copy of the Mutual Resolution of Dispute shall be provided to the parties and may be forwarded to any other College administrators that the Title IX Coordinator/EAEO Officer or designee(s) deems appropriate.

E. Step 5:  Appeal Process

If the complaint is not mutually resolved following the procedures identified above, either party may request, in writing, that the findings of the Title IX Coordinator/EAEO Officer or designee(s) be secondarily reviewed.  The written request shall be made to the Title IX Coordinator/EAEO Officer or designee(s) in writing within fifteen (15) workdays of the receipt or communication of the findings.  Failure by either party to make such a request within fifteen (15) workdays of receipt or communication of the findings will constitute a waiver of the right for a secondary review of the complaint.  Upon receipt of a request for a secondary review, the Title IX Coordinator/EAEO Officer or designee(s) will forward the necessary information to the appeals officer designated and appointed by the President. 

F. The appeals officer will review the findings and any supporting documentation or information and make a final determination.  The appeals officer will notify all affected parties within a reasonable period of time and initiate any action which they deem necessary.  The decision of the appeals officer is final.
VII.  
Retaliation
A. It is contrary to College policy for any individual to engage in conduct that is retaliatory against any employee who avails themselves of the provisions of this Procedure.
B. It is contrary to College policy for any individual to engage in conduct that is retaliatory against anyone who aids or assists an employee in availing themselves of this Procedure.
C. Any person determined to have engaged in retaliation as described in this section may be subjected to discipline, up to and including termination from employment.

History:
10/30/24.  Adopted – 10/30/24.  Effective – 10/30/24.
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