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Indefinite Military Leave of Absence 

1.  Definition. An indefinite military leave of absence is one granted 
to an employee ordered to active military duty for a period of more 
than 180 calendar days as provided in the Education Code, Military 
and Veterans code, Board Rules, Administrative Guide, and Personnel 
Commission Law and Rules. 

2.  Requirements. 

Status:  Any non substitute employee may be granted an indefinite 
military leave of absence. Employees with substitute 
status only will not be placed on military leave but will 
be considered "not available" during the period of the 
temporary leave of absence. If substitutes do not make 
themselves available within two pay periods after the 
beginning date of the leave, they will be separated and 
will be returned to substitute status only upon 
applications and employment processing. 

Service: No prior service is required. 

3.  Length of Leave. An indefinite military leave may be granted to six 
months or the period of time the employee is engaged in active 
military duty after the employee honorably leaves service or is 
released to inactive duty or to six months after the end of the war 
emergency, whichever is earlier. 

4.  Request Procedure. Prior to beginning the leave the employee should 
request a formal leave of absence. Submit form C131 (Certificated) 
for form C1002 (Classified) to the college president or division 
head with military-orders attached. The college President or 
division head is to submit the leave request form, military orders, 
and a Request for Personnel Action (RPA) to the Office of Personnel 
Operations for processing. 

5.   Compensation. 

A. Any employee, either substitute or regular, shall be paid his/her 
regular salary for the time on indefinite military leave during 
his/her regular assignment period including multiple assignments 
under the following conditions: 



1) Payment will be allowed for 20 working days if assignment 
basis is 200 or fewer days per year (C,E,F,K, basis). 

2) Payment will be allowed for 22 working days if assignment 
period is more than 200 days per year (A,B,D, basis). 

3) Substitutes are allowed pay for the number of days for which 
compensation was earned during the preceding 20 working days 
(for C,E,F,K, basis employees) or during the preceding 22 
working days (for A,B,D, basis employees). Payment is allowed 
for the authorized time during the first year only. 

4) The employee is ordered into active military duty from 
membership in the reserve corps of the armed forces of the 
United States or of the National Guard or Naval Militia, or is 
inducted, enlists, enters or is otherwise ordered or called 
into active duty as a member of the armed forces of the United 
States. 

5) The employee is engaged in the performance of active, ordered, 
military duty (does not include travel time unless 
specifically included in orders). 

6) The employee must have been in the service of the Los Angeles 
Community College District for a period of not less than one 
year immediately prior to the date the absence begins. The 
requirement of prior service does not apply to a member of the 
National Guard engaged in the performance of ordered military 
duty provided the duty is performed at such time as the 
Governor may have issued a proclamation of extreme emergency. 
(MV Code 395.05). 

7) To receive compensation the employee should submit form C353, 
Military Pay Certification, to his/her college president or 
division head. The assigned locations should submit the form 
with a Request for Personnel Action (RPA) to the Office of 
Personnel Operations for processing. 

8) It is the employee's responsibility to keep both the Office of 
Personnel Operations and the Payroll Section advised of 
official address for the mailing of warrants and official 
communications. 

B.  An employee who commences military leave as a result of the 
Iraq-Kuwait crisis shall receive for a period of 180 calendar 
days, in addition to salary payment mentioned in sub-paragraph 
1),2), and 3) above, the difference between the amount of 
his/her military pay and the amount of the employee's salary. If 
such employee does not return to District service within 60 days 
of being released from active duty, such compensation for the 
difference received shall be treated as a loan from the 
District, and shall be paid back to the District at the interest 
rate earned by the State of California's Pooled Money Investment 
Account, except in the case of death or a disability that 
prevents the employee's return to active LACCD employment. 



6.  Effect on Benefits. 

a.  Salary. Time spent on indefinite military leave counts toward 
salary step advance within the limits of the employee's 
schedule. 

b.  Retirement. An employee who is granted a military leave of 
absence will suffer no reduction in retirement income because of 
his/her military service. 

c.  Vacation. Vacation already earned but not taken may be granted 
either prior to or after return from military leave in 
accordance with the vacation policy in effect at the time the 
vacation is taken. Vacation privileges shall not accrue while on 
indefinite military leave. 

d.  Examinations. An employee is eligible to take examinations for 
which otherwise qualified during the time of military service. 
An employee on a military leave whose name appears on an 
eligible list shall be certified for assignment to a position of 
the class during the life of any such list when and if his/her 
name is reached. In the event the employee accepts the 
appointment, he/she will be granted indefinite military leave 
from the new position. 


