
LOS ANGELES COMMUNITY COLLEGES
PERSONNEL GUIDE B413

Leave-Exchanges

Issue Date:    3-10-76
Issued By:     Pers Oper Branch
Service:       Certificated
Changes:       Return to Service Procedures Changed.
Replaces:      PG B413 (9-22-75)
Distribution:  General (See PG: B339 for decoding)

Exchange Leaves of Absence for Certificated Personnel 

1. Definition. An exchange leave is a leave granted to permit an 
employee to serve as an exchange employee in any foreign country 
or in any state, territory, or possession of the United States.

2. Foreign Exchanges  . Foreign exchanges are arranged through the 
International Educational and Cultural Exchange Program. 
Inquiries should be directed between September I and November I 
to Teacher Exchange Section, Division of International Education, 
U. S. Office of Education, Washington, D. C. 20202.

3. Requirements.   
Status: Employee must have permanent status on the 

Effective date of the leave.

Service Employee must have rendered service in a 
                  Certificated position for at least on year of 
                  not less than the number of hours correspon-
                  ding to 130 days of full-time service 
                  Immediately preceding the leave.

Performance: The employee must be a superior employee and an 
                  excellent representative of United States 
                  education and of the Los Angles Community 
                  College District.

4. Length of Leave  .  The exchange is for one academic year only, 
unless extended for one additional year by unanimous consent of 
the governing board and employees concerned.

5. Compensation  . The compensation is determined by the exchange 
agreement. 

6.    Effect on Benefits. 
      a.  Leave of Absence.         One year on an exchange leave 

counts toward the seven years' service requirement for sabbatical 
leave. (Admin. Guide 3295a) At the completion of any exchange, 
the Los Angeles employee shall return to duty in the Los Angeles 
Community College District and shall serve at least two 
consecutive years with a minimum of 130 days of full-time service 
each year before being eligible for another exchange assignment. 



b. Step Advance  . Credit for service on exchange leave counts toward 
step advance as if such service were in the Los Angeles Community 
College District. (Board Rule 10533). Los Angeles employees on such 
an exchange must have served a minimum of 130 days for which salary 
is paid, other than for illness or quarantine, while in the employ 
of the outside district, in order to receive step advance upon 
return to the Los Angeles Community College District. An 
affidavit.of this experience completed by a representative of the 
employing district must be filed with the-Personnel Operations 
Branch verifying t is service.
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C.  Retirement. Service on an exchange leave counts towards retirement. 
If retirement contributions are not deducted from compensation, the 
employee must personally arrange for payment of required 
contributions.

7. Request Procedure 
a. Request for an exchange leave is to be made on Leave of Absence 

Request (Form C131), and an attached statement of the exchange 
being requested. The application (Form C131) must be completed 
filled in and--,presented with the required statement to the 
college president or division head for approval. The approval 
of the request (Form C131) by the college president or division 
head indicates that he has no objection to releasing the 
employee and his willingness to accept an exchange employee.

b. When the request (Form C131 and required statement) is approved 
by the college president-they are to be forwarded with HEW 
"Administration Approval for Applicant" (Form OE 4370) to the 
Personnel Operations Branch for district authorization. The 
employee and the college will be notified by mail of the action 
taken by the Personnel Services Division. 

C. Leave request (Form C131) must be submitted by the November I 
deadline even though official acceptance from the U. S. Office of 
Education is not available. Final approval of leave request will 
be withheld pending the receipt by the Personnel Operations Branch 
of such verification. When candidates are notified by the U. S. 
Office of Education of acceptance for an exchange position, a copy 
of such acceptance must be forwarded immediately to the Personnel 
Operations Branch, in order that the leave may be approved and 
processed. The employee and the college will be notified when 
final approval is granted. 

8.   Extension of Leave.    Requests for an extension of leave (if 
eligible) are to be submitted on Form i@131 to the college or 
division by the end of the second week of the semester prior to the 
expiration of the leave.

9.   Return to Service 
a. Employees are re-elected to full-time service in the class from 

which they are on leave effective immediately following the 



expiration of their leaves unless they are assigned to a different 
class prior to return to service.

b. Requests for early return from leave of absence are to be 
submitted to the college or division on Form C145.

C. Failure to report for duty at the expiration of leave is adequate 
cause for dismissal (Admin. Guide 3274). 


