

1. General Provisions:

a. The various kinds of leave (Vacation, Sick, Military, Without Pay) are benefits provided by the State of Kansas. 

b. The use of these benefits is dependent upon supervisory approval.  Supervisors should not be arbitrary or unreasonable in granting leave requests.  However, approval of leave requests is not guaranteed, even when the employee has leave ‘on the books’. 

c. Leave hours requested may be approved in full, approved partially or totally denied, depending upon the circumstances and the work load, staffing and commitments of the organization.

d. Leave is not accrued until the end of a bi-weekly pay period (Saturday midnight) and can not be used until the beginning of the new pay period (Sunday 12:01 AM).

2. Leave Requests:

a. Use of accrued leave must be requested in advance, using OSHR-P2, State Employee's Leave Request Form.

b. In cases of emergencies and/or unexpected incidents which require immediate attention, leave must be requested via a telephone call to the immediate supervisor within thirty (30) minutes of the scheduled work shift or as otherwise designated by division, worksite, unit or immediate supervisor.  

· Calls must be made by the employee to his/her immediate supervisor, second level supervisor or other designee.  

· Calls are not be made to, or accepted by, co-workers.  

· Calls will not be accepted from family members or friends unless the employee is incapacitated. 

· The leave request form must be completed no later than the first day the employee returns to work.  

c. With the exception of pre-scheduled vacation, overtime compensatory and holiday compensatory leave and the discretionary day, all leave requests must indicate a specific reason for the leave.  The reason must be entered in the appropriate block on the leave request form – flat tire, pipe burst, broke arm, etc.  

d. The reason “Sick” is not enough.  There needs to be a little more information regarding who was sick or the circumstance –for example: Dr. appointment, employee ill, family member ill, family member Dr. appointment, etc.  

3. Sick Leave: 

a. Sick leave may not be used for any reason other than an employee’s illness and doctor’s appointments and illnesses and doctor’s appointments of family members, which reasonably require the employee to be absent from work. 

b. Sick Leave usage of three or more consecutive days requires a statement from a physician.  

c. An individual may be required to provide a physician's statement for any request or period of sick leave usage.

d. Sick Leave may not be used as a substitute for Vacation Leave and/or Leave Without Pay (LWP).

4. Military Leave (MIL): 
a. MIL is authorized for employees that are members of a reserve component.  Fifteen days of Military Leave are authorized per calendar year for “active duty purposes”. *This is not to be confused with regularly scheduled Military Drill. Orders must state “ACTIVE DUTY” or “ANNUAL TRAINING” of “Title 10” or Title 32” and orders must be available.  

b. It is the responsibility of the employee to provide his/her supervisor with military orders for ‘active duty’, in advance, to accompany the State of Kansas Time and Leave Document (timesheet) and leave request form.

c. When orders are not provided in advance, the employee must provide them prior to MIL being approved and entered onto the employee’s timesheet.

d. *Not all military orders meet the requirements for use of MIL leave.  In those cases the employee may request use of other leaves (with the exception of sick leave), the discretionary day or LWP. 

5. Leave Without Pay (LWP): 

LWP will not be authorized except under extenuating circumstances and must be requested in advance (except for emergencies or unexpected incidents) using the OSHR-P2 Form.  

6. Unauthorized Leave: 

a. When any or all requested leave is unauthorized/denied and the employee does not report or stay at work, the employee will be considered ‘Absent Without Leave’ (AWOL).  This means the employee may not use leave or their Discretionary Day.

b. Additionally, the employee may be subject to informal and formal disciplinary actions.

State Human Resources Bulletins are designed to provide a quick reference and/or clarification on state or federal regulations or laws and serve as operating procedures and practices until more formal, detailed agency policies and procedures are published. 
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