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General Policy-on Leaves of Absence

1.  Definition.  A leave of absence is authorized absence from duty, 
for a specific period of time and for an approved purpose, 
usually with the right to return to a position in the same 
classification at the conclusion of the leave.

A leave protects the employee by holding a place for him until he 
returns to duty or acquires certain status in another position. A 
leave of absence is a privilege, not a right. District employees 
are hired to aid in the education of students and requests to be 
absent from duty must be carefully controlled so that the welfare 
of the students will not suffer.

2.    Leave Categories.
a. Necessary Leaves. The District policy is to grant certain 
necessary leaves requested by employees if requirements have been 
met and reasons are suitably documented.   Such leaves are: 
Bereavement, Illness, Industrial Accident, Family Illness, Rest, 
Military, Maternity, Child Care.

b. District Leaves. The District policy is to grant certain 
leaves requested by the administration without formal request by 
the employee. Such leaves are considered to be for the 
convenience of the District and are: Class Closed, Preservice 
Position.

c. Option Leaves. All other leaves requested by employees may or 
may not be granted, depending on status and service of the 
employee, reasons given for the leave, documentation of these 
reasons, and effect of the leave upon the work of the par-
ticular college or division.

3.    Requirements. An employee must have other than substitute or 
temporary status in a classification to be granted leave from 
that classification: an employee on a position leave may be 
granted a "necessary" leave from the second position. Optional 
leaves usually require that the employee have a certain 
employment status or have served a certain length of time to be 
eligible.
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4.    Length of Leave. The minimum and maximum length of a leave 
(including extension) depends on the type of leave. No leave, 
except military, may be written beyond the expiration date of the 
employee's credential covering service in the position or
beyond the termination date of his assignment. A paid leave for a 
non-tenure-earning employee (Limited status) may not be extended 
beyond the end of the academic year. Except in emergencies, 
certificated leaves are granted or extended to terminate only
at the end of a semester. In determining eligibility for 
extension of leaves, a major portion of a semester counts as a 
semester and part-time leaves are considered the same as full-
time leaves. After 10 consecutive semesters of any combination of 
certificated leaves, no further leaves may be granted except upon 
the approval of the Chancellor (leaves are consecutive if not 
separated by regular service for at least 130 days).

5.    Compensation. Employees on leave may receive full pay,,part pay, 
or no pay--depending on type of leave.

6.    Request Procedure. Leaves for fewer than 21 working days are 
requested orally and granted orally by head of the college or 
division. Leaves for more than 20 working days are requested in 
writing on the proper forms recommended by the head of the 
college or division, and granted by the Personnel Services 
Division.

Forms for all leaves except Sabbatical may be obtained from the 
college. For all formal leaves the college or division approves 
the release of the employee and the Personnel Services Division 
approves the eligibility of the employee. Optional leave requests 
received after the deadline published by the Personnel Operations 
Branch will normally not be granted.

7. Effect on Step Advance. Time spent on the following leaves counts 
as service toward step advance: All paid leaves, Exchange, 
Federal Grant, Legislative, Merchant Marine, Military, 
Organization, Peace Corps, and Work Experience leaves; time spent 
on other types of leave does not count toward step advancement. 
(Admin. Guide 3155).

8. Effect on Retirement. Time on the following leaves counts as 
service toward retirement in the same proportion as the salary 
received: Illness (if paid), Industrial Accident, Military, 
Sabbatical, Exchange (if paid by Los Angeles),
and Work Experience (if paid) (EC 22716).

9. Effect on Leave Privileges. Most certificated leaves require at 
least two consecutive semesters or the hourly equivalent of 130 
days of full-time actual service or Sabbatical, Exchange, or 
Federal Grant leave immediately preceding the leave; no time on 
other leaves counts as service for this requirement.
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10.  Effect on Sabbatical. Time on Federal Grant, Exchange, or paid 
Military leaves count toward the service requirement for 
Sabbatical leave. Time on other leaves does not count. Leaves do 
not break the service continuity for Sabbatical, but may reduce 
the days served in a year below the minimum required.

11.   Effect on Points. Certificated employees on leave may earn points 
without limitation (except for Educational Travel), but may use 
them for column advance only under the same limitations that 
apply to employees in service.

12.   Effect on Assignment. Usually an employee returning from leave is 
reassigned to the college or division from which leave was taken. 
There is, however, no assurance, except for Sabbatical returnees, 
that the assignment will be to the same location from which the 
leave was taken, and even a Sabbatical returnee might be 
transferred if such a transfer would have been made if the 
employee had been on duty. Employees who wish to return to a 
different college must file transfer requests in the usual manner.

13.   Return to Service. Requests to cancel an approved leave or to 
return to service prior to expiration date of leaves will be 
considered on the basis of convenience to the District; there is 
no obligation to permit such cancellation or early return. Even 
though a request to cancel a leave is made before the effective 
date, there is no obligation to approve such a request.

Requests for early return to service from a formal leave of 
absence must be made on Form C145 and are to be submitted to the 
College or Division.

14.   Failure to Return. Failure to report for duty at the expiration 
of leave is adequate cause for dismissal. (Admin. Guide 3274)


