SCA UNPAID TIME OFF & LEAVES OF ABSENCE

Family and Medical Leave

Family and medical leave is an unpaid leave of up to twelve (12) workweeks in a twelve (12)-month period.  The twelve (12)-month period is measured beginning with the month in which the requested leave starts.  The leave is for the birth and care of a staff member’s newborn child, the placement with the staff member of a child for adoption or foster care, or the serious health condition of a staff member or a staff member’s spouse, domestic partner, child, or parent.

A staff member is eligible for leave after having worked for SCA for more than twelve (12) months and for at least 1,250 hours during the twelve (12)-month period immediately prior to the date the leave begins.

Leave may be taken intermittently – in two (2) or more blocks of time – or by reducing the staff member’s normal weekly or daily work schedule.  Staff members should try to schedule leave in a way that minimizes disruption to the organization’s operations.  Staff members who take family and medical leave will return to the same or a comparable position.

SCA will maintain existing benefits coverage during the leave period.  Staff members are required to continue co-payments during the leave.  Staff Members are required to apply any accrued PTO toward family and medical leave.

Staff members are required to provide thirty (30) days’ advance notice of the need to take leave when the need is foreseeable and such notice is possible.  Thirty (30) days prior to taking the leave or, if less, as soon as the need for a leave is known, staff members should inform both their manager and the human resources staff of their intention to take the leave.

In certain circumstances, a staff member may be denied a leave if it will cause substantial and grievous economic injury to SCA.

Return to Work

Staff members returning from leaves for pregnancy, childbirth, or other related medical conditions will be guaranteed reemployment in the same position except when, due to organizational necessity, the position has ceased to exist during the leave.  In that event, we will seek to provide the returning staff member with a substantially similar position.

Staff members returning from other types of medical leave will be returned to the same or a similar position whenever possible; however, SCA cannot guarantee reemployment.

You may be asked to provide a physician’s certification of your fitness to return to work.  Your manager should be told in advance of any change in the date of your return to work.

Pregnancy and Childbirth Leave

Pregnancy or childbirth leave is not to exceed four (4) months in any twelve (12)-month period and does not have to be continuous.  Staff members returning from a pregnancy or childbirth leave of absence of four (4) months or less will be returned to the job they left unless, for organizational reasons, SCA was unable to hold the job open or to fill it temporarily because to do so would have resulted in an undue hardship on the organization. Under those circumstances, SCA will offer the staff member a substantially similar job if one exists that he or she is qualified to perform.

Work-Related Illness or Injury Leave

A leave of absence due to a disabling work-related illness or injury is generally not limited in duration.  Staff members returning from such a leave will be returned to the job they left unless, for organizational reasons, SCA was unable to hold the job open or to fill it temporarily because to do so would have resulted in an undue hardship on the organization.  Under those circumstances, SCA will offer the staff member a substantially similar job if one exists that the staff member is qualified to perform.

Drug or Alcohol Rehabilitation Leave

SCA recognizes that drug and alcohol abuse are serious medical problems.  The organization wants to assist staff who realize that they have such a problem, which may interfere with their ability to perform their job in a satisfactory manner.  Staff members who decide to enroll voluntarily in a rehabilitation program due to a problem with drugs or alcohol use will be given time off to participate in such a program, and SCA will make reasonable efforts to keep this fact confidential.  The staff member will be required to use any available PTO during this leave.

To be granted a leave for this purpose, the staff member must submit certification of enrollment in a drug or alcohol rehabilitation program at or before the leave begins.  The certification must include a statement that the staff member’s participation in the program prevents him or her from working and must specify beginning and ending dates of the program and the staff member’s estimated date of return to work.  An extension of the leave requires supporting documentation prior to the end of the initial leave.

Staff members returning from such a leave will return to the job they left unless, for organizational reasons, SCA was unable to hold the job open or to fill it temporarily because to do so would have resulted in an undue hardship on SCA.  Under those circumstances, SCA will offer the staff member a substantially similar job if one exists that the staff member is qualified to perform.

Military Leave

If you are a member of the National Guard or military reserves and are directed to participate in periodic field training, you will received unpaid military leave for a maximum period of fifteen (15) calendar days a year.  Such leave will have no impact on your regular PTO accrual.  If you have some choice as to when to attend yearly training, we ask that you select a period that will be convenient for the organization and for your coworkers.

Staff members who are indefinitely deployed in active service via the draft or by order of the President of the United States are entitled to military leave.  Such military leave is without pay and ends either ninety (90) days after a staff member is discharged from the service or one (1) year after the staff member is released from hospitalization continuing after discharge.  The staff member will be reinstated to his or her former position or to a position of similar seniority, status, and pay if SCA is informed of the discharge no fewer than sixty (60) days prior to the staff member’s planned return to work.

Personal Leave of Absence

Occasionally, staff members face compelling personal needs that may require them to take time off from work (Personal Leave of Absence)  SCA would prefer that a staff member request a Personal Leave of Absence rather than resign.  This allows us the possibility of working through the situation rather than losing a valued staff member.

To be eligible for a Personal Leave of Absence, you must have completed at least one (1) year of continuous employment and have received a satisfactory performance evaluation.  All personal leaves are granted at the discretion of management, based on our needs related to your position and the hardship that might result from your absence at a particular time.

If granted, Personal Leaves of Absence may be granted for up to a maximum of six (6) months.  To request a personal leave of absence, complete a personal leave of absence form (available from Human Resources) and submit it to your manager at least thirty (30) days or as soon as practical before the leave is to commence. 

If you are on a leave of absence of less than six (6) months, a request for extension of the leave may be considered if the request is submitted two weeks in advance of the original end date and provided that the cumulative amount of time of the original leave and the extension will not exceed six (6) months.

You must use all earned PTO at the beginning of a Personal Leave of Absence.  Salary does not continue and leave time does not accrue during a Personal Leave of Absence.  SCA sponsored insurance programs do not continue during a Personal Leave of Absence unless you pay all premiums in a timely fashion.  If insurance is not prepaid, you must re-qualify for insurance after returning from a Personal Leave of Absence.

There is no guarantee that you will be able to return to the same or comparable position following a Personal Leave of Absence although every effort will be made to do so.  You should be aware that while you are on leave, business developments may eliminate the need for your position or require the position to be filled by a new staff member.  If the latter situation develops, SCA will notify you before taking any action and provide you with the opportunity to return early from your leave and resume your position.  Failure to return to work immediately following the leave of absence is regard as a voluntary resignation.

Sabbatical Leave

To encourage staff to periodically step back from the day-to-day concerns and pressures of our work, we offer a six (6)-week unpaid sabbatical leave to all regular full- and part-time staff.  To be eligible for sabbatical leave, you must complete five (5) years of continuous service and have a satisfactory job performance rating as evidenced by the two most recent evaluations at the time the leave is requested.

Sabbatical leave requires the approval of the President and must be arranged at least three (3) months in advance.  Staff members returning from sabbatical leave will be reinstated to the same or a substantially similar position.  Health insurance coverage will continue during the leave as long as the staff member’s share of the premium is paid in a timely fashion.

Eligible staff members may apply for sabbatical leave once every five (5) years.

