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APPROVAL OF REQUEST

All requests for a formal Leave of Absence (LOA) shall be granted or denied by the Office/Branch Chief or Client Agency Executive.

REQUEST FOR FORMAL LEAVE OF ABSENCE, GS 28

The "Formal Leave of Absence Request" form, GS 28 (Rev. 5-2000) is to be used to request a Formal Leave of Absence.

The GS 28 is available from the:

	Office of State Publishing
	Forms Management Center
	344 North 7th Street
	Sacramento, CA  95814
	(916) 324-9697

The approved original copy of the GS 28 shall be forwarded to the Office of Human Resources, Personnel Transactions Unit along with any direct payment documents to continue the employee’s insurance benefits (health, dental, etc.).  If the request is denied, a copy of the denial letter must be retained in the supervisor's employee file with the GS 28.

REASON FOR LEAVE OF ABSENCE

In accordance with the Government Code (19991.1-19991.10), the Department of Personnel Administration’s (DPA) Laws (599.781-599.784), or the Memorandum of Understanding (MOU), the following are examples of acceptable reasons for a leave of absence:

	Self
	Education

	
	Illness

	
	Personal reasons

	
	Parental

	Family
	Illness or obligations






NOTE: A FORMAL LEAVE OF ABSENCE SHALL NOT BE granted to an employee to accept another job.

Although a formal leave of absence may be requested for various reasons, before a formal leave of absence is granted, the employee is to be advised of other avenues they may exercise, which include:

	· 
	Non-Industrial Disability Insurance (NDI) Leave
	For a non-job related illness or injury to the employee, or

	
	
	For a pending job related (Worker’s Compensation) illness or injury claim for the employee.


	· 
	Catastrophic Leave Program *
	When an employee faces financial hardship due to injury or prolonged illness of the employee or the employee’s family member and the employee has exhausted all available leave credits, or


	
	
	When an employee faces financial hardship due to the effect of a natural disaster on the employee’s principle residence and the employee resides in a county wherein a State of Emergency has been declared by the Governor and the employee has exhausted all leave credits except sick leave.


	
*  Refer to appropriate Memorandum of Understanding (MOU) for more information.



LENGTH OF LEAVE OF ABSENCE

A leave of absence shall/may be granted for up to one year.  Please refer to the Government Code, the DPA Laws, or the MOU for information regarding the length of a LOA.

QUESTIONS

Questions regarding this memorandum should be directed to your assigned Personnel Services Specialist or Supervisor.




LYNN W. CATANIA, Manager
Personnel Operations Section
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cc:	Assistant Personnel Managers
	Personnel Analysts
	Personnel Transactions Unit
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