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Non-Medical Leave of Absence Without Pay Procedure 

Employees who are eligible for leave benefits may take a leave of absence without pay for 30 calendar days or less if they obtain written authorization from the employee’s appointing authority. Employees may be eligible for a leave of absence without pay for longer than 30 days (but no longer than one year) if they obtain written authorization from the Human Resources Division Director. Please refer to King County Code 3.12.250, Personnel Guidelines 14.11, and applicable collective bargaining agreements for more detailed information. 

Action By:


   

Action:

	Employee
	1.
	Notifies department of the need for leave of absence without pay if leave is foreseeable or as soon as possible when leave is not foreseeable 

	
	
	
	

	
	2.
	Completes request for time off according to department procedures (i.e., absence request form, time sheet, equivalent system)

	
	
	
	

	
	3.
	Completes King County Leave of Absence Without Pay Request form 

	
	
	
	

	
	4.
	Forwards request for time off paperwork and King County Leave of Absence Without Pay Request form to      

	
	
	
	

	Employer

     
	5.
	Signs and Forwards request for time off according to department procedures (i.e., absence request form, time sheet, equivalent system) to      

	
	
	
	

	
	6.
	Completes, Signs and Forwards King County Leave of Absence Without Pay Request form to       for additional signature/approval (if necessary per department protocol)

	
	
	
	

	
	7.
	Signs and Forwards King County Leave of Absence Without Pay Request form to Human Resources Director for signature (if leave request is between 31 days and one year; if request is for less than 31 days, skip this step)

	
	
	

	
	8.
	Forwards completed King County Leave of Absence Without Pay Request form to       (HR Representative) and department payroll (if applicable)

	
	
	
	


	Employer

       
	9.
	Enters approved leave information into payroll system

	
	
	
	

	
	10.
	Forwards copy of King County Leave of Absence Without Pay Request form to Benefits and Retirement Operations 

	
	
	

	Employer      
	11.
	Retains copy of King County Leave of Absence Without Pay Request form for employee file

	
	
	
	

	Employee
	12.
	Begins leave of absence without pay

	
	
	

	
	13.a
	Communicates with supervisor if approved leave of absence without pay is expected to last beyond approved dates of absence (leave cannot exceed one year in length); if original approved leave extends beyond 31 days, additional HRD approval is needed and Benefits and Retirement Operations must be notified

	
	
	
	OR



	
	13b.
	Communicates with supervisor regarding a return from leave prior to the agreed upon return date at least 15 days prior to resuming duties


	Employer

     
	14.
	Communicates with employee during leave and prior to return date to confirm return date

	
	
	

	Employee
	15.
	Returns to work

	
	
	

	Employer

       
	16.
	Enters appropriate information into the payroll system

	
	
	

	Employer

     
	17.
	Notifies Benefits and Retirement Operations of return to work status


      �	
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