Leave Policies

Quick Reference
	Policy Name
	Policy 
	Purpose
	Annual Amount/Limit

	Administrative Leave
	4.05
	To provide employees with paid leave to appear in court or related proceedings, to serve on state councils and other bodies, to resolve work-related conflicts, to participate in the resolution of complaints of employment discrimination, to attend administrative hearings and to interview for other state positions.
	Reasonable time to incl. Travel time.  Must be requested in advance and may be required to provide verification.

	Annual Leave
	4.10
	To provide employees with paid leave to take vacations or other personal purposes.
	Prior approval required.  See chart below for accrual rates.

	Educational Leave
	4.15
	To allow employees to take leave from work to pursue study related to their work or the work of their agencies.
	Prior approval required.

	Leave to Provide Community Service
	4.40
	To provide employees time off with pay for service within their communities.  Such service may be provided through school assistance or as a volunteer member of a community service organization.
	Prior approval required.

16 hours per calendar year

	Leave to Donate Bone Marrow or Organs
	4.37
	To allow eligible employees to use paid leave to donate bone marrow or organs
	30 workdays in addition to any other accrued leave per year.

	Military Leave
	4.50
	To grant military leave with or without pay to employees for active duty in the armed services. (to include reserves, National Guard, VA State Defense Force or National Defense Executive Reserve in accordance with federal and state law. 
	Not to exceed 15 workdays in federal fiscal year.  October 1st-September 30th.

	Family and Medical Leave
	4.20
	To provide eligible employees with up to 12 weeks (480 hrs) of unpaid family or medical leave due to birth of child, adoption or foster care, or if the employee is needed to care for a family member (child, spouse or parent) with a serious health condition or because the employee’s own serious health condition makes him or her unable to do their job..
	Prior approval required.  Application and physicians certification required.

	Leave Sharing


	4.35
	Permits eligible employees in LWOP to receive income by using annual leave hrs. donated to them by other employees
	Must have exhausted all available leave.

Requires application/approval

	Emergency/Disaster Leave
	4.17
	Permits agencies to grant up to 80 hours of paid leave annually to qualifying employees who are called away from their regular jobs to provide assistance for natural disasters.  Also permits leave to employees who are victims of disasters that meet criteria in policy
	Up to 80 hours annually.


See charts below for accruals for Annual, Sick and Family Personal Leave:
Annual Leave

	Years of Service
	Hours Accrued per Pay Period
	Hours Accrued per Year
	Max. Carry-over Limits
	Max. Payment Limits

	Up to 5 years
	4 hours
	96 hours (12 days)
	192 hours (24 days)
	192 hours (24 days)

	5 years
	5 hours
	120 hours (15 days)
	240 hours (30 days)
	240 hours (30 days)

	10 years
	6 hours
	144 hours (18 days)
	288 hours (36 days)
	288 hours (36 days)

	15 years
	7 hours
	168 hours (21 days)
	336 hours (42 days)
	288 hours (36 days)

	20 years
	8 hours
	192 hours (24 days)
	384 hours (48 days)
	336 hours (42 days)

	25 years +
	9 hours
	216 hours (27 days)
	432 hours (54 days)
	336 hours (42 days)


Sick Leave - Current Full-Time 

	Months of State Service
	Sick Leave Hours/Working Days

	Less than 60
	64 (8 days)

	60 to 119
	72 (9 days)

	120 or more
	80 (10 days)



Sick Leave - New Full-Time 

	Employment Begin Date
	Sick Leave Hours/Working Days

	January 10 - July 9
	64 (8 days)

	July 10 - January 9
	40 (5 days)



Family and Personal Leave - Current Full-Time 

	Months of State Service
	Family/Personal Hours/Working Days

	Less than 60
	32 (4 days)

	60 to 119
	32 (4 days)

	120 or more
	40 (5 days)



Family and Personal Leave - New Full-Time 

	Employment Begin Date
	Family/Personal Hours//Working Days

	January 10 - July 9
	32 (4 days)

	July 10 - January 9
	16 (2 days)


Sick Leave - (for employees hired prior to January 1, 1999 NOT in VSDP or TRADITIONAL) Sick leave protects employees against loss of pay when they must miss work because of illness or injury. Sick leave is earned at the rate of five hours for each semi-monthly pay period with no maximum accrual limit.

Sick leave may also be used for illness of an immediate family member. Immediate family includes mother, father, children, spouse, sister, brother, step-parents, step-children, or any other blood relative living within the household. Family sick leave is limited to 24 hours per case, up to a maximum of 48 hours per calendar year. Up to three days of sick leave may be used for the death of an immediate family member, as defined above. Supervisors may request medical documentation for any absences related to illness. All absences over 24 hours require medical documentation.

If you have five years of service, you are eligible to be paid for 25% of your accumulated, unused sick leave up to a maximum of $5,000 upon separation from state service. 

