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Example courtesy of CRA: 

 

LEAVE OF ABSENCE POLICY 
 
The Family Medical Leave Act (FMLA) provides eligible employees with up to 12 
workweeks of unpaid leave.  If an employee has accrued paid leave (e.g., vacation, sick 
leave, personal leave), however, the employee may use any qualifying paid leave first.   
 
The (APOSTOLATE) adheres to FMLA regardless of the number of employees. 
 

Family and Medical Leave Act (FMLA) 
 
In 1993, Congress passed the Family and Medical Leave Act (FMLA) requiring 
employers with fifty (50) or more employees to provide up to twelve (12) weeks of 
unpaid, job protected leave to eligible employees, for certain family and/or medical 
reasons. 
 
Eligibility:  

Ø Employees are eligible to take FMLA leave if they have worked for at least twelve 
(12) months and a minimum of 1,250 hours in the twelve (12) months preceding 
the start of the leave period.  

Ø The twelve weeks of leave may be taken all at once or intermittently (subject to 
certain restrictions). If taken intermittently, the minimum amount of FMLA leave 
that can be taken is one-half day. 

Ø One twelve-week leave may be taken every twelve months for the reasons 
specified below. The twelve-month FMLA period begins with the first day of the 
FMLA leave.  

Ø An unpaid FMLA leave may be granted for the following reasons: 
o To care for the employee’s spouse, child or parent, who has a serious 

health condition; or 
o For a serious personal health condition that makes the employee unable 

to perform the employee’s job. 
Ø An employee is required to use accrued vacation, sick or personal time during a 

leave of absence.  
Ø The first twelve weeks of a disability or worker’s compensation leave is also an 

FMLA leave. 
 
How to File for an FMLA Leave: 
 To request a leave, the employee must complete the FMLA/ Extended Leave 
Employee Request Form and provide a Certification of Health Care Provider attesting to 



the need for such leave. 
 When the need for FMLA leave is foreseeable, the employee must give the 
Association 30 days advance notice. Notice will be deemed adequately supplied by 
completing and signing the FMLA Employee Request Form. When the leave is not 
foreseeable, the FMLA Employee Request Form must be completed and submitted to 
his/her supervisor as soon as practicable. 
 When the leave if foreseeable, a Certification of Health Care Provider must be 
provided to his/her supervisor before the commencement of the leave. When the leave 
is not foreseeable, the Certification of Health Care Provider must be provided to his/her 
supervisor within fifteen (15) days after the FMLA Employee Request Form was 
submitted. 
 
Return from Leave: 
 If an employee returns to work from an authorized FMLA medical leave within 
twelve (12) weeks, the employee will return to the same or equivalent position with the 
same pay status, benefits and employment terms as had existed at the time the leave 
was granted, unless reasons independent of the leave exists for not doing so. 
 
Forms and Additional Information: 
The forms referred to in this policy are available through the administrative office.  
 
Pay for an approved medical leave of absence for the employee’s medical needs, 
whether FMLA or Non-FMLA, will be based upon years of service, with two (2) weeks of 
pay being granted for each year of service to maximum of twelve (12) weeks. Medical 
leave used is deducted from the amount earned, but can be re-accrued in subsequent 
years at a rate of 2 weeks for each additional year of service. Benefits will remain in 
effect while on an approved, paid Medical Leave of Absence.  If the employee is unable 
to return to work at the expiration of the approved, paid Medical Leave of Absence, 
Benefits will terminate. An employee must make arrangements to pay insurance 
premiums in order to keep insurance coverage in effect while on any approved, unpaid 
Medical Leave Of Absence. 
 
The substitution of paid leave for unpaid leave does not extend the 12-workweek leave 
period.  No medical leave of absence that is Non-FMLA can exceed the 12-week 
duration or be taken more than once in a twelve-month period. Leave under FMLA is to 
run concurrently with any other leave or use of paid time off. 
 
For more information about FMLA, visit  the U. S. Department of Labor website at 
www.dol.gov. 
 

Bereavement 
(APOSTOLATE) will allow paid time off, up to a maximum of three days, if you miss 
work because of the death of an immediate family member. Full-time employees are 
eligible for bereavement leave on the first day of active employment. Part-time and 
temporary/seasonal employees are not eligible for bereavement leave. The following 
are considered immediate family members: 



1) husband or wife 
2) father or mother (natural, in-law, step parent) 
3) parent surrogate 
4) son or daughter (natural, in-law, step child) 
5) brother or sister (natural, in-law, step sibling) 
6) grandfather or grandmother (natural, in-law, step grandparent) 
7) grandson or granddaughter (natural, in-law, step grandchild) 
8) great grandfather or great grandmother 

 
Other requests may be granted at the discretion of the President.  
 

Jury Duty 
 
Employees will be excused from work if they are called for jury duty or are subpoenaed. 
Employees must submit the jury duty or subpoena notice to the President no later than 
the day before the date of duty. If an employee must report for jury or subpoena duty for 
only part of the day, he/she is expected to work the remaining hours of that day. 
 
Employees may retain the jury or subpoena fees paid by the court for the first 30 days 
per occurrence. An employee's regular salary will continue while serving. After 30 days, 
the employee must submit the fees paid by the court to (APOSTOLATE) and he/she will 
receive his/her regular salary. 
 

Military Duty 
 
The Association recognizes the importance of participation in military service.  
Employees entering the armed forces will be granted leave of absence in accordance 
with applicable federal and state laws. 
 
If a regular full-time employee belongs to a military reserve organization that requires 
participation in a training program, the Association may grant a leave of absence and 
provide the difference between the employee's normal base pay and any military pay 
received for up to two (2) weeks.  This time does not count against the employee's 
accrued vacation or attendance record. 
 
 

Excessive Absenteeism or Lateness 
 
It is expected that employees are present at work to perform their job. 
Consistent absenteeism, tardiness or leaving early without approval is detrimental to the 
daily operations and service provision of the Association.  Abuse of this policy may lead 
to disciplinary action, including dismissal. 
 

 

Example courtesy of VSS Catholic Communications, Inc.: 



Sick Leave Benefits 
 
(APOSTOLATE) provides paid sick leave benefits to eligible employees who are 
temporarily absent due to illness or injury. Employees in the following employment 
classifications are eligible for sick leave: 
 

V Regular full-time employees  
 
If you are eligible, you will accrue sick leave benefits at the rate of 7 days per year (.58 
of a day for every full month of service). Sick leave benefits are calculated on the basis 
of a "benefit year." A "benefit year" is the 12-month period that begins when you start 
earning sick leave. You can request to use paid sick leave after you complete a 90-day 
waiting period from the date you become eligible to accrue sick leave benefits. 
 
You may not take less than one-half day sick leave. You may use sick leave benefits to 
be absent because you are ill or injured. You can also use sick leave to be absent 
because of the illness or injury of your child, parent, or spouse. 
 
If you cannot report to work because of an illness or injury, you should notify the 
Business Manager before the scheduled start of your workday, if possible. The 
Business Manager must also be contacted on each additional day of absence.  
 
If you are absent for three or more consecutive days due to illness or injury, you must 
give us a doctor's statement that states you are ill or injured, when it began, and when 
you should be able to return to work. We may also request a similar statement for other 
sick leave absences of less than three days. 
 
Your sick leave benefits will be calculated based on your base pay rate at the time of 
your absence. Sick leave benefits do not include any special forms of compensation, 
such as incentives, commissions, bonuses, or shift differentials. 
 
Unused sick leave benefits will be allowed to accumulate until you have accrued 120 
calendar days of sick leave. If your unused sick leave reaches this maximum, you will 
temporarily stop accruing sick leave. When you start using sick leave again and the total 
accrued sick leave falls below 120 days, you will start accruing sick leave again. 
 
Sick leave benefits are meant to provide income protection in the case you are ill or 
injured. They may not be used for any other absence. You will not be paid for unused 
sick leave benefits while you are employed and you will also not be paid for unused sick 
leave benefits when your employment terminates. 
 
 

Time Off to Vote 
 
(APOSTOLATE) wants employees who are citizens to vote in elections. If it is 



impossible for you to vote before work or after work, we will give you up to 1 hour paid 
time off to vote during working hours. 
 
If you need time off to vote, see the General Manager for the time off at least two days 
before election day. 

Bereavement Leave 
 
(APOSTOLATE) provides bereavement leave to employees who need to take time off 
because an immediate family member died. To ask for bereavement leave, see the 
Business Manager.  
 
Employees in the following employment classifications are eligible for up to 3 days (in-
town) or up to 5 days (out-of-town) bereavement leave with pay: 
 

V Regular full-time employees 
 
While you are on a paid bereavement leave, you will get your base pay rate but you will 
not get any special forms of pay, such as incentives, commissions, bonuses, or shift 
differentials. 
 
We normally will give you bereavement leave unless there are business reasons that 
require you be at work. With the Business Manager's approval, you can use any 
available paid leave benefits you have, such as vacation, if you need more time off. 
 
For bereavement leave, "immediate family" means your spouse, parent, child, brother, 
or sister; your spouse's parent, child, brother, or sister; your child's spouse; your 
grandparent or your grandchild. 
 
 

Jury Duty 
 
(APOSTOLATE) encourages you to fulfill your civic responsibilities by serving jury duty 
if you get a summons. Employees with 90 calendar days of service in an eligible 
classification may request up to 2 weeks of paid jury duty leave over any 2 year period. 
 
If you are eligible for jury duty, you will be paid at your base rate of pay for the number 
of hours you would normally have worked that day less the amount received for jury 
duty. Employees in the following classifications are eligible for paid jury duty leave: 
 

V Regular full-time employees 
 
If you stay on jury duty longer than paid jury duty allows, you may use any available 
paid time off benefits you have, such as vacation, to be paid for the unpaid jury duty 
leave. 



 
If you get a jury duty summons, show it to the Business Manager as soon as possible. 
This will help us plan for your possible absence from work. We expect you to come to 
work whenever the court schedule permits. 
 
Either you or (APOSTOLATE) may ask the court to excuse you from jury duty if 
necessary. We may ask that you be relieved from going on jury duty if we think that your 
absence would cause serious operational problems for Spirit 102.7 FM.  
 
Subject to the terms, conditions, and limitations of the applicable plans, 
(APOSTOLATE)will continue to provide health insurance benefits for the full period of 
unpaid jury duty leave.  
 
Your vacation, sick leave, and holiday benefits will continue to accrue during unpaid jury 
duty leave. 
 
 

Benefits Continuation  
 
The Self-Pay Privilege (SPP) helps employees and their dependents to continue their 
health insurance even if they are no longer eligible under our health plan. 
 
There are strict rules about when you can use SPP. SPP lets an eligible employee and 
dependents choose to continue their health insurance when a "qualifying event" 
happens. Qualifying events include the employee's resignation, termination, leave of 
absence or shorter work hours.  
 
If you continue your insurance under SPP, you will pay the full cost of the insurance at 
Spirit 102.7 FM's group rates plus an administration fee. If eligible for SPP, you will 
receive a letter explaining who to contact and how to initiate coverage. 
 
 


