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A leave of absence without pay may be granted when such leave is for prolonged 
illness or injury, or for any exceptional personal or institutional reason.  Leaves of 
absence without pay may be granted only after all vacation and sick/personal 
days have been used (when applicable). Such leave must be requested by the 
employee and recommended by the Director and approved by the Library Board 
of Trustees. 
 
Leaves of absence may be granted for (but not necessarily limited to): extended 
illness or injury, military service, research or development leave, or employee 
Family and Medical leave. 
 
Any employee may be granted a leave of absence without pay when approved 
by the Board of Trustees in order to preserve the employee’s employment rights 
and benefits.  A leave of absence may be granted only if the employee has a 
bona fide intention to return to the Library following the leave.  Leaves of 
absence will not be granted to employees who are in a probationary period. 
 
All leaves of absence without pay of 30 calendar days or more are subject to the 
approval of the Board of Trustees.  A leave of absence of less than 30 calendar 
days may be handled as excused absences.  A leave of absence may be granted 
for a period not to exceed one year, but when Long-Term Disability benefits 
commence (when applicable), the leave ends.  
 
Once an unpaid leave of absence is granted, the employee will not receive pay 
for holidays, nor will he or she accrue personal/sick days or vacation days. 
 
Upon expiration of a leave of absence, an employee is eligible for reinstatement 
to the former position or to one of similar requirements and compensation from 
which the leave was granted.  Should a position not be available upon expiration 
of the leave of absence or return to work, the Director may request an extension 
until such time as a position for which the employee is qualified becomes 
available, for a period of up to six months.  Failure to return to work upon 
expiration of the leave of absence or when a position becomes available results 
in termination of the employee’s services. 
 
A physician’s statement may be required for each request for leave of absence 
and request for extension of leave of absence due to illness or injury.  An 
employee returning from a leave of absence for illness or injury may be required 
to present a physician’s release.   



 
At any time during a granted leave of absence without pay, the library reserves 
the right to hire another qualified employee to take over the duties of the 
employee who has been granted leave in either a temporary or permanent 
position.  The library also reserves the right to promote another qualified 
employee to that position in either a temporary or permanent position.  Every 
accommodation will be made within reason to return the employee upon return of 
leave of absence to the same or similar position. 
 
  


