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Procedure Relating to Certificated Employees Absent Without Leave 

1. Assignment Location Procedure. When any certificated employee has been absent for more than 5 consecutive days without permission or more than 20 consecutive working days on an informal leave and no Notice of Personnel Action has been received from the Office of Personnel Operations indicating that the employee has been granted a leave, the administrator should endeavor to obtain a request for leave from the employee. If unable to do so, the name of the employee should be reported to the Vice Chancellor, Division of Human Resources, in writing. This report should include the known circumstances of the absence and the effort made to obtain a request for leave. 

The computation of the number of working days the employee has been absent is based on the working days of the location rather than the assigned days of the employee (e.g., an employee assigned one day a week who has been absent for five consecutive assigned days has, therefore, been absent for a period exceeding 20 consecutive working days of the location and should be reported).

2.  Office of Employer/Employee Relations Procedure 

a. As soon as the Office of Employer/Employee Relations is informed    by the Vice Chancellor that a certificated employee has been absent without leave and has neither returned to service nor been granted a leave of absence, the Office of Employer/Employee Relations will notify the employee that it is necessary for the. employee to clarify his/her status within ten days. 

b. If no reply is received within ten days from the time the letter is mailed, the Office of Employer/Employee Relations will send a second letter, certified, deliver to addressee only, telling the person he/she is considered absent without leave and steps will be taken to terminate his/her services unless he/she replies within ten days. 

c.  If no reply is received to this second notice, the Office of Employer/Employee Relations with the approval of the Vice Chancellor, Division of Human Resources, will prepare a Notice of Personnel Action separating* the employee for abandonment of position (SAP), will list this-assignment in the routine board report, and will notify the employee of the action by certified mail. 

d. If a reply is received to the first or second notice within the time limit specified, an assignment order will be prepared either separating the employee (as in 2c) or placing the employee on leave. The choice of action will be up to the Vice Chancellor, Division of Human Resources. 

*Note:  Since the action of not reporting to work has been initiated by the employee, this separation is not considered a dismissal but a type of resignation (CC Opinion, Langstaff to Brown, 5-2-56). 

