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I. Purpose

The purpose of this policy is to provide for the administration of employee request
for leave of absence without pay.

II. Scope

This policy applies to all employed individuals of UT Health San Antonio, except were
not permitted herein.

III. Policy
A. General Policy

A leave of absence without pay may be granted to employees of UT Health San
Antonio (UTHSA), on request, subject to the terms and conditions set forth in this
policy.

1. With the interests of the institution being given first consideration and for
good cause, a leave of absence without pay may be granted for a period within
the term of appointment of any faculty or staff member provided he or she is
employed at least twenty (20) hours per week for a period of at least four and
one-half (4%2) months.

2. This policy does not apply to individuals employed in positions that require
student status as a condition of employment, unless they have qualified for
and are on “Family and Medical Leave”. See the Institutional Handbook of
Operating Policies (IHOP), Policy 4.7.13, Family Medical Leave Act (FMLA).

3. Except for disciplinary suspensions or use of approved workers'
compensation and military leave, all accumulated paid leave entitlements and
any compensatory time balance must be exhausted before granting a leave of
absence without pay. Sick leave must be exhausted only in those cases where
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the employee is eligible to take sick leave as defined in Policy 4.7.8, Sick Leave,
of the IHOP.

4. Leaves of absence without pay will be limited to twelve (12) continuous
months or extend no later than the end of the fiscal year in which the leave
begins. In the case of faculty, the date for return to duty will generally coincide
with the beginning of the next semester following the period of absence.

5. Leaves of absence for a first year or portion thereof, or a second consecutive
year’s leave, may be granted by the President, subject to the general
conditions included herein. Leaves of absence for a second consecutive year
will be granted only in unusual circumstances, such as a leave for public
service or other activity that reflects credit on the institution and enhances
an individual's ability to make subsequent contributions to the institution.
Except in very unusual circumstances, a third consecutive leave of absence
will not be granted. Requests for a third consecutive year's leave of absence
without pay must be reviewed and approved by the appropriate Executive
Vice Chancellor.

6. Subject to financial constraints, the approval of a leave of absence constitutes
a guarantee of return to employment and at the conclusion of the leave
period. Employees who return from leave without pay will be returned to the
same or a similar position typically at the same salary unless circumstances
preclude such rate of pay. Such circumstances may include, but will not be
limited to, a duly approved reorganization.

7. Afull or partial calendar month during which an employee is on leave without
pay does not constitute a break in service.

8. After a return of duty of one year, the leave of absence privilege will again be
available subject to the conditions above.

9. Upon expiration of “Family and Medical Leave”, see Policy 4.7.13, Family
Medical Leave Act (FMLA), of the IHOP, an employee may be eligible for a
leave of absence, but the total combined period of leave without pay cannot
exceed twelve (12) months or no later than the end of the fiscal year in which
the leave commenced.

10. Except in the case of an employee returning to state employment from
military leave without pay, any full calendar month in which the employee is
on leave without pay will not be counted in the calculation of total state
service credit for the purposes of the rate of vacation accrual or longevity pay
entitlement. No employee will accrue vacation or sick leave for any full
calendar month during which the employee is on leave without pay.
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B. Procedures

1. An employee must submit a written request for leave without pay to the
administrative head of the department indicating the leave time requested.
The request will be reviewed by the administrative head of the department,
with the interests of the institution being given first consideration. The
administrative head of the department has responsibility for approving
requests for leave without pay.

2. If a request for leave without pay is approved, the department processes a
Leave of Absence action in the PeopleSoft system.

3. While an employee is on leave without pay, a department may hire a
temporary replacement. If a temporary replacement is to be hired for a period
of time exceeding four and one-half (4%2) months at twenty (20) hours or
more per week, recruiting requirements for the replacement must be fulfilled
and the position would be recruited for as a temporary replacement for an
employee who is on leave.

4. When the employee is placed in a leave without pay status for one full
calendar month or more, the employee must specify the insurance coverage
they wish to retain while on leave. It is the responsibility of the employee to
contact and consult with the Office of Human Resources (OHR) to make
arrangements for payment of insurance premiums while on leave. Payments
of insurance premiums must be received in OHR by the fifteenth of the month
in which they are due. Failure to pay premiums on a timely basis will result
in cancellation of coverage. OHR will notify the employee at the address or
phone number of record if their coverage is canceled due to non-payment.
Coverage will not be reinstated until the employee returns to work in a
benefits eligible position.

5. When the employee returns to work and if the employee is still in a benefits
eligible position, he or she will be reinstated in the insurance plans and
coverage levels held prior to the leave without pay status and will again begin
receiving premium sharing on the first day back.

IV. Definitions

When used in this document, the following words have the meaning set forth below
unless a different meaning is required by context.

Premium Sharing - The amount of money provided by the state and The University
of Texas System to offset the costs of premiums for certain insurance coverages.

V. Related References

There are no related documents associated with this Policy.
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VI. Review and Approval History

A. The approving authority of this policy is the University Executive Committee.

B. The review frequency cycle is set for three years following the last review date, a
time period that is not mandated by regulatory, accreditation, or other authority.

Effective  Action Taken Approved By Date

Date Approved
11/2000 Policy Origination

01/2003 Policy Revision

Template version: 2021-01 Page 4 of 4



