Employee Leave Of Absence
Policy Template

1. Introduction

This comprehensive Employee Leave of Absence Policy outlines the procedures
and guidelines for requesting, approving, and managing various types of leave
within our organization. Our policy aims to support our employees' work-life
balance while ensuring the smooth operation of our business.

11 Purpose

The purpose of this policy is to:
e Provide clear guidelines for employees regarding leave entitlements
o Ensure fair and consistent application of leave policies across the organization
o Comply with relevant labor laws and regulations

e Maintain operational efficiency during employee absences

1.2 Scope

This policy applies to all full-time and part-time employees of [Company Name].
Temporary employees and contractors may be eligible for certain types of leave
as required by law or as specified in their contracts.

2. Types of Leave

2.1 Annual Leave (Vacation)

Annual leave is paid time off work granted to employees for rest, relaxation, and
personal activities.

2.1.1 Entitlement
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Full-time employees are entitled to [X] days of paid annual leave per year. Part-
time employees receive a pro-rata entitlement based on their work hours.

2.1.2 Accrual

Annual leave accrues on a monthly basis at the rate of [X] days per month of
continuous service.

2.1.3 Carry-over

Employees may carry over a maximum of [X] days of unused annual leave to the
following year. Any excess days will be forfeited unless otherwise approved by
management.

2.1.4 Request Process

Employees must submit leave requests at least [X] weeks in advance through the
company's leave management system. Approval is subject to operational
requirements and is at the discretion of the employee's immediate supervisor.

2.2 Sick Leave

Sick leave is provided for employees who are unable to work due to illness or
injury.

2.2 1 Entitlement

Full-time employees are entitled to [X] days of paid sick leave per year. Part-time
employees receive a pro-rata entitlement.

2.2.2 Notification

Employees must notify their supervisor as soon as possible, preferably before
their scheduled start time, if they are unable to work due to iliness.

2.2.3 Medical Certificate

A medical certificate is required for sick leave exceeding [X] consecutive days or
if requested by the employer.

2.3 Maternity Leave
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Maternity leave is provided to female employees for childbirth and infant care.

2.3.1 Entitlement

Eligible employees are entitled to [X] weeks of paid maternity leave, as per local
labor laws.

2.3.2 Notification

Employees should inform their supervisor and HR department of their pregnancy
at least [X] months before the expected due date.

2.3.3 Return to Work

Employees on maternity leave are guaranteed their position or an equivalent role
upon return to work.

2.4 Paternity Leave

Paternity leave is provided to male employees following the birth of their child.

2.4.1 Entitlement

Eligible employees are entitled to [X] weeks of paid paternity leave.

2.4.2 Notification

Employees should inform their supervisor and HR department at least [X] weeks
before the expected birth date.

2.5 Parental Leave

Parental leave is available to both parents for child care purposes.

2.5.1 Entitlement

Eligible employees may take up to [X] weeks of unpaid parental leave within [X]
months of childbirth or adoption.

2.5.2 Eligibility
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Employees must have completed at least [X] months of continuous service to be
eligible for parental leave.

2.6 Bereavement Leave

Bereavement leave is granted to employees following the death of an immediate
family member.

2.6.1 Entitlement

Employees are entitled to [X] days of paid bereavement leave per occurrence.

2.6.2 Definition of Immediate Family

Immediate family includes spouse, children, parents, siblings, grandparents, and
in-laws.

2.7 Jury Duty Leave

Employees are granted leave for jury duty as required by law.

2.71 Notification

Employees must provide a copy of the jury summons to their supervisor as soon
as possible.

2.7.2 Compensation

The company will pay the difference between jury duty compensation and the
employee's regular salary for up to [X] days.

2.8 Military Leave

Military leave is provided to employees who are members of the armed forces for
training or active duty.

2.8.1 Entitlement

Employees are entitled to unpaid military leave as required by law.

2.8.2 Job Protection
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Employees returning from military leave are entitled to reinstatement as per
applicable laws.

2.9 Personal Leave

Personal leave may be granted for situations not covered by other leave types.

2.9.1 Eligibility

Employees must have completed at least [X] months of continuous service to be
eligible for personal leave.

2.9.2 Duration

Personal leave may be granted for up to [X] months, subject to management
approval.

3. Leave Request and Approval Process

3.1 Submission of Request

All leave requests must be submitted through the company's leave management
system or using the designated leave request form.

3.2 Approval Hierarchy

Leave requests are subject to approval by:
« Immediate supervisor for leaves up to [X] days
« Department head for leaves exceeding [X] days

* HR department for extended or special leave requests

3.3 Consideration Factors
Approvers will consider the following factors when reviewing leave requests:
e Operational requirements and workload

o Employee's leave balance and history
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o Fairness and consistency with company policies

e Legal requirements

4. Employee Responsibilities

4.1 Planning and Communication

Employees are responsible for:
e Planning leave in advance when possible
o Communicating with their supervisor about upcoming absences

» Ensuring proper handover of duties before taking leave

4.2 Documentation

Employees must provide required documentation (e.g., medical certificates, jury
summons) as specified in this policy.

5. Manager Responsibilities

5.1 Fair Application

Managers are responsible for applying this policy fairly and consistently across
their team.

5.2 Workload Management

Managers should plan for employee absences and ensure proper coverage of
duties during leave periods.

6. Unpaid Leave
6.1 Eligibility
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Unpaid leave may be granted at the discretion of management when an employee
has exhausted all paid leave entitlements.

6.2 Impact on Benefits

Extended unpaid leave may affect an employee's benefits and service accrual.
Employees should consult with HR for specific details.

/. Leave During Probation

Employees on probation may have limited leave entitlements as specified in their
employment contract.

8. Public Holidays

Public holidays are paid days off in addition to other leave entitlements. A list of
recognized public holidays will be published annually.

9. Leave Cancellation

In exceptional circumstances, the company reserves the right to cancel previously
approved leave. Employees will be compensated for any financial losses incurred
due to such cancellations.

10. Abuse of Leave Policy

Abuse of the leave policy, including providing false information or taking leave
without approval, may result in disciplinary action up to and including termination
of employment.

11. Confidentiality

All leave-related information will be treated confidentially and in accordance with
relevant privacy laws.
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12. Policy Review

This policy will be reviewed annually and updated as necessary to ensure
compliance with changing laws and organizational needs.

13. Contact Information

For any questions or clarifications regarding this policy, please contact the HR
department at [email/phone number].

This Employee Leave of Absence Policy is effective as of [Date]. The
company reserves the right to modify, revoke, suspend, terminate, or change
any or all parts of this policy at any time, with or without notice.
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