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SUBJECT: LEAVE OF ABSENCE WITHOUT PAY (GENERAL)

PURPOSE:

To provide uniform guidelines for management, supervisory, and other employees in
requesting and approving/disapproving leaves of absence without pay.

POLICY:

1. Requesting / Granting Leave

It is the policy of the City of Riverside to consider an employee's request for an unpaid
leave of absence on an individual case-by-case basis. It is the responsibility of the
employee to request the leave in writing through their immediate supervisor. The
supervisor will forward the request to the Department Head for consideration. The
request must sufficiently explain the purpose of the leave request so that the City can
determine whether the absence can be granted. Approval of such a request for leave
is discretionary (i.e., an employee is not entitled to such a leave of absence) unless
entitled to under the law as part of a reasonable accommodation under the ADA,
FEHA, or some other law.

Factors to be considered in the approval or denial of a request include, but are not
limited to:

a. The attending physician's medical appraisal concerning what restrictions, if any,
apply to the employee's current employment and the employee's ability to return to
work;

b. The ability of the department to function without the employee;

c. The employee's work history, including seniority, length of service, and quality of
performance;

d. The ability of the department to reasonably accommodate the employee's request
by reassignment of duties or hiring of temporary or part-time employees; or

e. Any other job-related factor or consideration that would substantially affect the
City's ability to operate safely and efficiently.
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