
2422 – General Leave of Absence 

 
The President may grant a General Leave of Absence if, in the opinion of the College, 
such leave would serve the best interest of the College or is required by law and the 
employee has already utilized all other accrued leave for which he/she may be eligible. 
Please note that this does not include Sabbatical Leave requests.  Refer to the 
Sabbatical Leave procedure for professional leave requests. 
 
A General Leave of Absence may be granted for active military service and extenuating 
individual circumstances approved by the President. Likewise, it shall be at the 
President’s discretion whether to approve the General Leave of Absence with pay or 
without pay, depending upon individual situations.  
 
General Leaves of Absence shall be considered on no greater than a 3-month basis 
(consecutive) and no General Leave of Absence, except military leave, may be granted 
for a cumulative period greater than one year.  An employee granted a General Leave of 
Absence will be reinstated to the same, or similar, position at the expiration of the leave, 
provided that the employee is capable and able, physically and mentally, to resume 
his/her duties.  Failure to return to work at the end of an approved leave will be 
considered to be a resignation. The Office of Human Resources will collect College keys 
and equipment if the leave of absence exceeds 12 weeks. 
 
Employment while on leave will be cause for termination, unless specifically approved by 
the President.  
 
In accordance with individual insurance provider policies, during General Leaves of 
Absence, an employee may be able to continue College benefits (non-health insurance) 
by paying premiums to either the Office of Human Resources or the applicable benefit 
provider. During any leave of absence, including but not limited to a General Leave of 
Absence or leave under the Family and Medical Leave Act (FMLA), employees are 
eligible to maintain health insurance coverage for a maximum of three months per 
calendar year. If COBRA eligible, the employee may be eligible to continue health 
insurance by paying premiums to the COBRA Administrator for the College’s health 
plan.  
 
Holidays, Vacation Leave, Personal Leave and Sick Leave will not accrue during an 
unpaid General Leave of Absence. 
 
The General Leave of Absence Request Form must be completed in order to apply for a 
General Leave of Absence. All requests for General Leaves of Absence shall be 
submitted through the employee’s supervisor, to be presented to Human Resources, 
who will work collaboratively with the President to determine the appropriate leave 
category to fit the unique circumstances.  
 
Contact(s):  
 
Director of Human Resources 
 
Related Form(s): General Leave of Absence Request Form   
 

http://docs.bartonccc.edu/procedures/2426-sabbaticalleave.pdf
https://docs.bartonccc.edu/procedures/forms/general_leave_of_absence_form.docx
https://docs.bartonccc.edu/procedures/forms/general_leave_of_absence_form.docx
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