
LOS ANGELES COMMUNITY COLLEGES
PERSONNEL GUIDE B 510
LEAVE – Part-Time

 
ISSUE DATE:    9-15-76
ISSUED BY:    Office of Personnel Operations
SERVICE:    Certificated
CHANGES:    
REPLACES:    Unified PG A26
DISTRIBUTION:  1,2,9 (See PG:  B339 for decoding)

Part-Time Leaves of Absence for Certificated Personnel 

1.  Definition. A part-time leave is one granted so that the employee continues 
to work part of his regular assignment and is on leave from part of the 
assigned time. The continuing service may be rendered on a portion of each 
working day or may be full time on some days (e.g. Monday, Wednesday, 
Friday) and on leave the remaining days of the week. 

2.  Requirements. 

a.   Status. Employee must have other than substitute or temporary status on 
the effective date of the leave. 

b.   Service. The requirements for service depend on the purpose for which 
the leave is taken (see various Personnel Guides for specific types of 
leave, such as study, rest, personal, child care, substitute, family 
illness, sabbatical, opportunity). 

3.  Length of Leave. The minimum and maximum length of a leave (including 
extension) depends on the type of leave. In determining eligibility for 
extension of leaves, a major portion of a semester counts as a semester and 
part-time leaves are considered the same as full-time leaves. 

4.  Compensation. No compensation will be paid for the time on leave but 
compensation will be continued as earned for the time in which service is 
rendered. 

5.  Effect on Benefits. Credit, if any, toward salary step advance, retirement, 
and eligibility for other types of leaves is earned only on the basis of the 
time served; no credit is allowed toward any benefits for the time on leave. 
The reduced hours of service may not be sufficient to qualify for step 
advance and will reduce the service credit for retirement. 

6.  Points. Points toward salary advance may be earned while on part-time leave. 

7.  Request Procedure. 

a.   Employee should complete Form C131 (Leave of Absence Request). 

b.   Employee should attach statement from licensed physician or other 
practitioner (Form C305) verifying the need for rest or the illness of a 
family member when these are the causes for the leave. 

c.   These forms should be presented to the President of the college or 
Division Head for forwarding to the Personnel Services Division. 



8. Return to Service. 

a.   Two calendar months prior to expiration of leave for one semester or 
more, employee should file with Personnel Services Division a request to 
return from leave (Form C145), a request for extension of leave (if 
eligible) (Form C131), or resignation (Form C315). 

b. No health clearance is necessary unless part-time leave is for illness or 
rest. 


