
Workplace Leave Policy







Intent

(Company Name) understands that employees will require time off of work for various reasons, and has implemented this policy to accommodate and provide paid time off for necessary absences.  
This Policy Shall:

1. Define the types of acceptable leave;

2. Outline the procedures for requesting leave;

3. Detail the duration of leave available;
4. Discuss potential benefits and paid leave accruals.

Types of Leave

The following types of leave shall be deemed acceptable with the proper notification:

· Sick 

· Vacation 

· Maternity / Parental
· Military

· Educational

· Jury Duty 
· Funeral / Bereavement

· Personal / Sabbatical

Request for Leave of Absence

Employees requesting leave shall follow these guidelines:
Sick

· Employees requiring sick leave shall contact their immediate supervisor as soon as possible, indicating the reasons for absence and an expected return to work date.
· Employees may use sick time for personal illness, or illness-related circumstances relating to an immediate family member under their care.

· Employees shall provide medical documentation or other proof of illness upon their return to work.
· Any employee that fails to report an absence, and is away from work for two (2) or more consecutive days may be subject to disciplinary action up to and including termination of employment.

Vacation
· Vacations must be pre-approved by Human Resources prior to the date the vacation is scheduled to commence.
· In the event that a vacation is scheduled for a duration of any more than five (5) working days, approval must be obtained from Human Resources thirty (30) days in advance.

· Vacation requests may be denied at the discretion of management or Human Resources in the event that they incur excessive scheduling conflicts, are requested during peak production periods, or would otherwise create operational hardships.

Maternity / Parental Leave

· To ensure that (Company Name) can make the necessary arrangements to accommodate an employee taking Maternity or Parental Leave, employees are asked to provide four (4) weeks notice before commencement of Leave.  This is to help the company procure staffing solutions and to alleviate any additional work stress on other employees that may occur as a result of the employee’s absence.

· Submission of a request for Maternity / Parental Leave shall be accompanied by any appropriate documentation.

· Employees are expected to give four (4) weeks notice regarding their expected date of return to work.  Human Resources should be contacted as soon as possible in the event of any changes.  

Military

· (Company Name) requests that whenever possible, employees provide notice thirty (30) days prior to any active military service requiring leave.
· Unless prevented by military necessity, the employee shall obtain a Request for Leave of Absence form from the Human Resources department.

· Human Resources shall review and approve the Request for Leave of Absence form, and provide the employee with any pertinent documents.
Educational Leave

· (Company Name) employees that require a leave of absence to effectively pursue their educational requirements may take educational leave with either full or partial pay as dictated by educational requirements, or in the event that it is for employee requested education, an unpaid educational leave.

· Educational leave shall be limited to twelve (12) months, and require pre-approval from Human Resources.

Jury Duty 

· Employees selected for jury duty must provide Human Resources with as much advance notice as is possible.

· Advance notice shall be accompanied by a copy of the summons to jury duty for documentation purposes.

· Permanent, full-time employees of (Company Name) shall receive a paid leave of absence to perform jury duty for a period of “__” days.

· The amount of compensation the employee receives during jury duty shall be deducted from his/her rate of pay for the duration of the jury duty leave of absence.

· Casual or part-time employees of (Company Name) shall be granted leave without pay to perform their duty as a juror.

· In the event that the jury duty requirement lasts for only part of a day, the employee shall return to work for the remainder of the day wherever possible.

· Any (Company Name) that is required to appear in a court of law as a plaintiff, defendant, or witness shall not be eligible for a paid leave of absence.  In these instances, the employee may use vacation time, or request an unpaid leave of absence.

Funeral / Bereavement

· Employees are expected to notify their immediate supervisor and request Funeral Leave time off as soon as possible when a death occurs in their family.  

· Funeral Leave time is granted such that an employee may have time to attend a funeral, grieve, and deal with family issues in the event of a death in the immediate family. 

· Use of Funeral Leave time for any purposes other than the death of a family member, is inappropriate and non-compensable.

Personal / Sabbatical
· Personal / Sabbatical leave must be approved by Human Resources.

· Employees requesting a leave of absence for personal reasons for any duration of time exceeding five (5) working days shall obtain approval from Human Resources thirty (30) days in advance.
· Employees shall provide a return to work date.
· Employees that fail to return to work on the date supplied, shall be considered to have resigned from (Company Name) and their employment options shall be terminated.

· (Company Name) cannot guarantee that the employee’s exact position will be available upon return from a Personal / Sabbatical leave of absence.
· (Company Name) shall attempt to accommodate employees returning from a Personal / Sabbatical leave of absence who cannot return to their normal post of employment with a position of similar pay. 
Available Leave

Maternity / Parental

· (Company Name) shall provide four (4) weeks paid leave, with an available additional thirty-five (35) weeks unpaid leave.
Military 

· (Company Name) shall provide up to ten (10) days paid leave.  Should the employee’s Military Leave exceed ten (10) days, the employee shall be placed on unpaid Military Leave of absence.

Educational
· Leave shall not exceed twelve (12) months, and shall require pre-approval from Human Resources.
Jury Duty
· Permanent, full-time employees of (Company Name) shall receive a paid leave of absence to perform jury duty for a period of “__” days.

· The amount of compensation the employee receives for jury duty shall be deducted from his/her rate of pay for the duration of the jury duty leave of absence.

· Casual or part-time employees of (Company Name) shall be granted leave without pay to perform their duty as a juror.

Funeral
· A maximum of 24 hours (three working days) per occurrence will be paid to an employee in the event of a death in the immediate family.

Personal / Sabbatical

· Human Resources shall review and approve employee requests for Personal / Sabbatical leave, and will work with the employee to determine the amount of time available for leave.

· Salary and benefits are not payable to employees on a personal / sabbatical leave of absence.

Benefits

· For all necessary and approved leaves of absence, (Company Name) will provide full-time / permanent employees with the appropriate pay at their regular rate.
· In the event that a recognized holiday falls within a period of approved employee absence, that holiday shall be paid without the use of a sick / vacation day.

· In instances where the use of accrued sick or vacation pay is appropriate, it can and shall be used.

· Salary and benefits are not payable to employees on a personal / sabbatical leave of absence.

· For employees on an approved leave of absence for any duration of time exceeding five (5) days, company health insurance may be continued providing the employee pays the full cost of their premium.
Any required exceptions or questions regarding this policy relating to leave eligibility requirements, vacation pay, etc. shall be directed to Human Resources. 
Acknowledgment and Agreement

I, (Employee Name), acknowledge that I have read and understand the Workplace Leave Policy of (Company Name). I agree to adhere to this policy and will ensure that employees working under my direction adhere to this Policy. I understand that if I violate the rules set forth by this Policy, I may face legal, punitive, or corrective action.  

Name:  
____________________________________

Signature:
____________________________________

Date: 

____________________________________

Witness: 
____________________________________

