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INDEFINITE

APPROVAL OF REQUEST

Effective September 1, 1994, all requests for a formal Leave of Absence (LOA) shall be granted or denied by the Office chief or Client Agency Executive.

REQUEST FOR FORMAL LEAVE OF ABSENCE, GS 28

The form Request for Formal Leave of Absence, GS 28 (New 5/93) is to be used to request the Formal Leave of Absence.

The GS 28 is available from the:


Office of Information Services


Forms management


1500 Fifth Street


Sacramento, CA  95814

The original copy of the GS 28 shall be forwarded to the Personnel Transactions Unit (PTU) 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 also be submitted with the GS 28.

REASON FOR LEAVE OF ABSENCE

In accordance with the government Code (19991.1-19991.7), the Department of Personnel Administration’s (DPA) Laws (599.780-599.794), or the Memorandum of Understanding (MOU), a request for a leave of absence may be mandatory or discretionary.  The following are acceptable reasons for a leave of absence:

Self
Educational Leave;


Medical, including adoption or paternal;


Personal reasons;


Military, short term or long term

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, employee’s spouse or child 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 up to one year.  The “length” of the LOA will depend on the type of LOA requested and may change from a “mandatory LOA’ to a “discretionary LOA’ when an employee requests an extension of the LOA.  Please refer to the government Code, the DPA Laws, or the MOU for information regarding the length of a LOA.


NOTE: The method used to count the length of the LOA may vary.  Some MOU’s include the time the employee received NDI benefits, others may begin after the NDI is exhausted.

QUESTIONS

Questions regarding a formal leave of absence are to be directed to your assigned Personnel Analyst.

EINER P. CHRISTENSEN

Personnel Manager

EPC:BJO
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cc:
Personnel Analysts


Personnel Transactions Unit Staff

