California State University San Marcos

Human Resources & Equal Opportunity
CSUEU LeaveS of Absence Procedure
These procedures are intended to confirm current practice.  If the provisions of these procedures conflict with an applicable collective bargaining agreement, the collective bargaining agreement shall govern. 
I. Leaves of Absence Without Pay
A full-time employee or part-time permanent employee may be granted a full or partial leave of absence without pay for up to one (1) year for the following purposes/reasons:

a. loan of an employee to another governmental agency;

b. family leave;

c. outside employment that would lessen the impact of a potential layoff or
a layoff;

d. temporary incapacity due to illness or injury or periods of disability related to pregnancy;
e. student teaching, as required, for employees enrolled in credential programs;

f. other satisfactory reasons.

Leaves without pay granted for d. above shall also be subject to Article 15, (Leaves of Absence With Pay) of the CSUEU collective bargaining agreement (CBA). 
The granting or denial of leaves of absence without pay pursuant to Provisions 16.1 through 16.7 shall not be subject to Article 7, Grievance Procedure of the CSUEU collective bargaining agreement.

II. Authorization
1.
All leave without pay requests must be approved in advance.  The university President has delegated authority to the Director, Human Resources and Equal Opportunity (Director, HREO) for granting a request for leave without pay.

2.
In all cases, such time off will be approved in compliance with applicable Federal and State laws, relevant Collective Bargaining Agreements (CBA), Title 5 of the California Code of Regulations, the operating needs of the university, and the nature and reason for the request.

III. Procedure for requesting a Leave of Absence Without Pay
1. A written request is submitted by the employee to the appropriate administrator at least 60 days in advance of the leave, or as soon as practicable.  The 60 day requirement may be waived by the appropriate administrator in emergency situations including conditions requiring Family and Medical Leave (FML).
2. Upon receipt of the written request, the appropriate administrator reviews the employee’s request and indicates their recommendation.  The appropriate administrator forwards the request within five (5) working days to the Benefits Coordinator, Human Resources and Equal Opportunity. The Benefits Coordinator provides the request to the Director, Human Resources and Equal Opportunity (HREO) for final approval.
3. The employee and appropriate administrator will be notified in writing by HREO within 30 days after receipt of the leave request of the decision to grant or deny a leave of absence.  If approved, the department will be requested to submit a PAN form to process the leave action.
4. To request an extension of leave or request to return to work prior to the expiration date of leave:
· submit a written request 30 days prior to the end of the leave for an extension of leave to the appropriate administrator, or

· submit a written request 30 days prior to the end of the leave to the appropriate administrator indicating the desire to return to work early;
· the appropriate administrator reviews and approves or denies request;
· forwards to HREO within five (5) working days for final approval;

· HREO sends written notification to employee and appropriate administrator within five (5) working days of decision to grant or deny the request.

It is the responsibility of every employee absent from work under the conditions described herein to comply with this procedure.  If an employee fails to return to work at the end of the authorized leave period, the employee may be separated as an unapproved leave of absence (AWOL).
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