ETHEN J. ADOLPHSEN

UNPAID AND PAID PERSONAL LEAVES OF
ABSENCE
PURPOSE

POLICY
The District, in its sole discretion, may grant unpaid or paid (requires use of earned time) personal leaves
of absence, for reasons which are not covered by other leave policies, to full- and part-time employees
based on such factors as the employee’s work record, the District’s staffing needs, and the employee’s
reason for requesting for leave. Employees are eligible for an unpaid/paid personal leave of absence after
one year of employment with the District. An employee will be terminated if the employee does not
return from an authorized unpaid personal leave of absence at the agreed time or if there is no opening
for which the employee is qualified or if the employee is not selected for the open position.
Requests for a leave of absence or any extension of a leave should be submitted in writing to
the employee’s director thirty days prior to commencement of the leave period or as soon as is
practicable. The director will forward the request to the Administrator recommending approval
or denial. The Administrator will make the final decision concerning their requests in his/her
absolute discretion. All employees on approved leave are expected to report any change of
status in their need for a leave or their intention to return to work to their supervisor. Any
Earned Time must be exhausted before beginning an unpaid personal leave. Group health
insurance coverage will terminate at the end of the month in which the unpaid personal leave
begins. If the employee desires to continue insurance coverage (and if policy provisions permit
it), the employee must make arrangements with Human Resources to prepay his or her group
insurance premium each month. Such arrangements should be taken care of before beginning
an unpaid leave of absence. This policy does not apply to unpaid leave taken under federal or
state family medical leave laws or other legally regulated leaves of absence.
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HOURS OF WORK
PURPOSE

PROCEDURE
For payroll and overtime computation purposes, the consecutive 7-day workweek for employees
scheduled for day and evening shifts begins at 12:01 a.m. Sundays and ends at midnight the following
Saturday. For employees scheduled for night shift, the consecutive 7-day workweek for purposes of
computing overtime begins at 11:00 p.m. Saturday and ends at 10:59 p.m. the following Saturday. Other
start and end times may be established for department-specific workweeks or work periods for payroll
and overtime computation purposes, in compliance with the wage and hour laws, through department
policies, or individual or union contracts.
The normal workdays for nonexempt employees are usually either 8, 10 or 12 hour shifts plus the
applicable unpaid meal period(s). The normal meal period for employees working an 8 or 10 hour shift is
one 30-minute unpaid period. Nonexempt employees working 12 hours shifts are allowed to waive their
second 30 minute unpaid meal period in order to be scheduled for a 12-1/2 hour shift.
All nonexempt employees receive a 15-minute paid rest break for each four hours of working time, unless
the nature and circumstances of the nonexempt employees work allows for the equivalent of 15 minutes
rest taken intermittently or prevents the District from establishing and maintaining the regularly
scheduled rest period. A nonexempt employee’s director may also schedule rest breaks, which should
generally occur near the midpoint of each four-hour work period.
Any nonexempt employee who is unable to take his or her rest or meal period must notify his or her
director promptly so that the District can reschedule the break/meal period or otherwise ensure that the
employee receives proper compensation.
Full-time exempt employees are generally expected to work a 40 hours’ workweek, plus if needed,
additional hours in order to complete duties and assignments. Part-time exempt employees usually have
a schedule with corresponds to their established percentage of a full-time workweek; however, they too
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may need to work additional hours on occasion in order to complete their duties and assignments.
Exempt employees are not eligible to receive “overtime” or “comp time.”
An employee’s Director (or delegate) establishes the normal shifts (lengths, as well as start and end times)
and monthly schedules for the unit or department’s employees. Directors may also schedule overtime or
extra shifts when it is necessary. Only department Directors (or House Supervisors) are authorized to
change work schedules. Employees are expected to work all scheduled and/or assigned hours and days.
Requests for scheduling changes or for particular days off must be made in advance in accordance with
the department/unit’s established scheduling deadlines, and must be approved by the employee’s
Director. Nonexempt employees must record all their actual hours worked on a daily and weekly basis.
Please review Time and Attendance policy for detailed information about clocking in and out.
Non-exempt employees should normally begin and end their workday at their established shift starts and
end time. Overtime must be approved by an appropriate director. Generally, unless the nonexempt
employee needs to work beyond the scheduled or assigned shift length due to an emergent clinical need,
overtime work needs to be approved in advance by an appropriate director.
Attendance at department/unit meetings, educational or training programs, or in-service meetings may
be required. Such mandatory meetings are considered compensable working time for nonexempt
employees.
Unless limited by the terms of an individual or union contract, the District may change the regular
workweek, the normal business hours of departments or units, or the normal workday. Deviations from
the normal or established hours of work may also occur from time-to-time, resulting from several causes,
such as but not limited to vacations, leave of absence, weekend and holiday duty, absenteeism, employee
requests, temporary shortage of personnel, low census and emergencies. The District retains the right to
adjust work hours and schedules to maintain an efficient and orderly operation.
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