Personal Leave of Absence Policy

Purpose

A personal leave of absence (LOA) may be granted to full-time regular employees to allow them to attend to urgent personal matters.

Policy

The duration of a personal LOA can range from two work weeks to two months, and it requires management approval in advance of the leave.

Employees on personal LOA may purchase health insurance benefits at a rate equal to the Company's cost.  Human Resources will provide the employee with information on available benefit options, current costs, and deadlines for premium payments at the time the employee requests a personal LOA.

An employee on personal LOA is not eligible to receive or accrue sick, vacation, or holiday pay, nor any other paid time-off.  Where a personal LOA is granted in conjunction with vacation leave, the vacation must precede the personal leave.

The Company has no obligation to reinstate an employee who returns from a personal LOA.

Upon return from a personal LOA, an employee's performance and salary review date will be adjusted by the length of the leave, if the leave has been for a minimum of one month.  As an alternative, the salary increase may be granted as originally scheduled, but will be prorated based on the amount of time the employee was on personal LOA.

