RECOMMENDATION NO. 12
LEAVES OF ABSENCE
Section 1.
All time that an employee is absent from work shall be appropriately charged. 

Section 2.
Where a state civil service examination is not given during an employee's non‑working time, a permanent full‑time employee shall be granted administrative leave with pay to take such examination which is scheduled during the employee's regular work hours subject to management's responsibility to maintain efficient operations.   Employees shall only be entitled to leave for this purpose on one occasion during each one‑half calendar year.  Such leave shall not exceed the employee's normal work shift or the time necessary to travel to and from the examination and to take the examination, whichever is lesser.   Employees shall not be eligible for travel expenses under this Section. 

Section 3.
All requests for leave must be submitted in writing to the employee's immediate supervisor and shall be answered in writing.  Requests for emergency type leaves shall be answered before the end of the shift on which the request is made.  Except for such emergency type leaves, the time when leave is taken is within the discretion of the Employer. 


Except as provided in Recommendation 13, Section 3, requests for any type of leave to which an employee is entitled under this Memorandum and which are not to exceed one month shall be answered by the Employer within five days.  If the requested leave is in excess of one month, the request shall be answered within 10 days. 

Section 4.
The Employer will continue its present practice of granting administrative leave to a reasonable number of employees who attend training seminars conducted by the Union to the same general extent that this has been granted in prior years. 

Section 5.
 Employees shall be granted up to four (4) hours of administrative leave per calendar year to donate blood.

Section 6.
For the purpose of this Recommendation, the calendar year shall be defined as beginning with the employee's first full pay period commencing on or after January 1 and continuing through the end of the employee's pay period that includes December 31.

