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The purpose of a personal leave is to provide a means for the College to offer employees excused leave without pay when exceptional circumstances necessitate (such as education, research, travel, family or other unusual personal needs, excluding sickness and disability, which are covered by other leave programs).  A Personal Leave is required anytime an employee requests to be off work in excess of his or her vacation accrual balance. Personal leaves cannot be taken intermittently.

The length of the leave approved will be contingent upon the length of service of the employee and business necessity.  The maximum length of a personal leave is six months.  An employee will not be eligible for a personal leave of absence for twelve (12) months from his/her return date from the most recent leave of absence, including, but not limited to, a previously taken Personal Leave under this policy and leave protected by law, including but not limited to, FMLA (or similar state law), Military Leave, paid family leave, pregnancy disability leave, disability leave, and worker’s compensation leave.  

Requesting a Personal Leave  

Requests for personal leaves of absence must be submitted to the employee’s manager in writing specifying the reason and duration of the leave, at least three (3) months in advance, where possible.  Short notice or emergency requests will be considered based on the specific circumstances of the request. The manager will check with Employee Relations to confirm that no previous leave has been taken. If approved, the manager will generate an Employee Status Update (ESU) taking the employee from regular/active to Personal Leave indicating the start and end date of the leave.

Considerations to be Made 

The Manager would consider the current level of department activity, the availability of replacements and/or coverage, along with the employee’s job performance, attendance and the necessity of the request.  SJVCi reserves the right to deny or modify any request for Personal Leave.  

Reinstatement 

Employees taking Personal Leave should be advised that this policy does not guarantee reinstatement or their same or substantially equivalent position.  The Organization will reinstate the employee to the same or a substantially equivalent position, if available.  If no such position is available, the employment will be terminated.  Such individuals will be eligible for re-hire and are encouraged to apply for available positions.

Reinstatement after a leave is at the sole discretion of the Organization

If the employee’s position or a comparable position is available upon the expiration of the leave and the employee has been notified but fails to return to work, the employee will be terminated on the business day after their leave expires.

Upon reinstatement, the employee’s length of service and/or full-time employment will be adjusted to reflect actual time of service minus the period of time for the leave of absence.

No Extensions 

No extension of a personal leave will be granted.  

Effects on Benefits 

· Non-exempt and exempt employees must first exhaust his/her accrued vacation time before commencing Personal Leave.  
· Vacation time accruals will cease during the leave.  
· Sick leave will remain intact (sick leave may not be applied toward a Personal Leave)
· The employee generally will not be eligible for holiday pay.  An exception will be made for exempt employees who commence Personal Leave in the same workweek as the observed holiday, provided the Personal Leave commences after the observed holiday.  If the Personal Leave commences before the observed holiday, the exempt employee will not be eligible for holiday pay.      
· The adjustment to the employee’s length of service and/or full-time employment date may affect vacation accrual when the employee becomes eligible for the next level of vacation accrual.

Health insurance must be maintained if the employee wishes to have immediate coverage upon return to work without having to meet a 60-day waiting period or waiting for the next open enrollment (whichever comes first).  During the first three-month period of the leave SJVCi  will maintain the employee’s health insurance only if the contribution (the employee’s portion of the premium) is paid in full by the employee (for the duration of the leave) prior to the employee going on leave.  Thereafter, the employee will be offered COBRA.  If an employee returns, they will resume their insurance coverage the first of the month following his/her return to work.  For information on how a personal leave will affect all other insurance coverage (dental, vision, life, etc.) and or 401k contributions or loan payments, please direct inquiries to Employee Relations at employee.relations@embered.com.  

