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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Personal Leave Policy

Under limited circumstances, the Company may provide up to 30 days of leave for you to attend to personal or medical issues. In order to be eligible for personal leave, you must have been employed as a full-time employee for at least 90 days.

Personal leave is unpaid.  You are required to utilize any accrued paid time off during your leave.  Benefits will continue in accordance with the Company’s Termination of Benefits policy.

Under usual circumstances, personal leave must be requested and approved at least two weeks in advance. Requests made with less than two weeks’ notice may be approved under extenuating circumstances. Requests will be granted as business conditions permit.

You may be required to supply the Company with certification of the condition necessitating leave.

The Company requires employees on personal leave to comply with the Company’s call-in policy.

You are expected to return to work as scheduled.  If you do not and have failed to properly request an extension of leave, you will be considered to have voluntarily quit.

If you have a need for personal leave, please see your supervisor.
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