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4.6

LEAVE OF ABSENCE WITHOUT PAY

Full-time employees may be granted a leave of absence without pay under either of the
following two (2) circumstances:

1. Newly hired full-time employees who do not qualify for FMLA may be granted a
leave of absence without pay for the employee’s own serious illness or injury as
defined by the FMLA. This leave of absence without pay shall be supported by a
medical certification that confirms that the employee has a serious illness or injury as
defined by the FMLA.

2. Full-stime employees who have exhausted all accrued paid leave time, compensatory
time, and their twelve (12) weeks of FMLA leave, may be granted an unpaid leave of
absence immediately following their last day of FMLA. Leave of absence without
pay is limited to employees who have been granted FMLA that was supported by
required medical certifications, and the employee continues having a qualified serious
illness or injury as defined by the FMLA. A leave of absence without pay request
must be supported by a medical certification confirming that a short amount of
additional leave time is necessitated to allow the employee to become fit for duty by
the end of the leave time requested.

All requests for a leave of absence without pay shall be submitted on the County’s
request of leave form with a medical certification from the employee’s medical provider.
The employee may obtain a leave request form from the County Auditor’s office. The
completed form and supporting medical certification must be submitted directly to the
employee’s elected official/department head. The elected officials/department head shall
contact the Auditor’s office for assistance in reviewing the request for compliance with
County policy and making a determination for approval or denial of the leave request.

An unpaid leave of absence shall not exceed sixty (60) calendar days. If supported by a
medical certification the employee may request an additional thirty (30) calendar days of
unpaid leave, however such leave shall not exceed ninety (90) days within a “rolling”
twelve (12) month period.

During such leave, sick, personal, and vacation leave shall not accrue, and the employee
shall not receive compensation for designated holidays. The employee’s health insurance
shall continue with the County and employee paying their designated portions.

Part-time employees and employees who are on workers compensation are not eligible
for a leave of absence without pay.



