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It is the policy of the District Board of Trustees that all absences from duty by college employees be covered by leave.  Leave of absence is defined as permission granted by the Board, or allowed under its adopted policies, for employees to be absent from their duties for a specified period of time with the right of returning to employment without prejudice on expiration of the leave.  Leave shall be officially granted in advance and leave for sickness or other emergencies may be deemed to be granted in advance if prompt report is made to the proper authority.  For the purpose of policy and procedure, including leave and payroll, the four‑day week will be treated as a regular five‑day week.

Leave granted shall be at the discretion of the Board or the Board's designated agent.  When in the discretion of the Board, leave is granted, it shall be allowed on the basis of policies designed to protect the operation of the college against undue interruption or disturbance because of absence of personnel.

Leave granted on the request of an employee shall be for the particular purpose or causes which shall be set forth in a written application for leave.  The Board shall have the right to determine that the leave is used for the purposes or causes set forth in the application and, if not so used, the Board shall have authority to cancel the leave.

No leave, except military leave, shall be granted at one time for 
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a period greater than one year; but a new application for leave may be filed at the expiration of the leave and new leave granted at the discretion of the Board.  Automatic renewals of leave shall not be allowed.

The president or a designate shall keep full and complete records of all absences of college personnel.

All absences of employees from duty must be covered by leave duly authorized and granted and accurately reported and recorded.  Employees willfully absent from duty without leave shall forfeit compensation for the time of such absence and be subject to discharge and forfeiture of tenure and all other rights and privileges as provided by law.  If employees who have been granted leave fail to return to duty at the termination of leave, their employment shall be subject to cancellation by the Board.

