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DEPARTMENT OF PRIMARY RESPONSIBILITY:  HUMAN RESOURCES  

SPECIAL NOTES: This Policy/Procedures Manual does not in any way constitute an employment contract. 

Sedgwick County reserves the right to amend this Manual at any time subject only to approval by the Board of 

County Commissioners  and the Governing Body of Sedgwick County Fire District Number One. The 

Memorandum of Agreement should be consulted for those Fire District employees included in the bargaining 

unit.  

 
I.  Purpose 
 

The intent of this Policy is to allow employees to be absent from work, when necessary, for an extended period 

of time without pay. 

 

II. Policy 
 

A. Leaves of absence without pay may be authorized for an employee, due to personal reasons, by the 

Division Director, Department Head or Elected Official. 

 

B. The request for leave of absence must be in writing with sufficient time for approval. 

 

C. The employee's request shall only be considered if his/her employment record shows the employee to 

be of more than average value to the department and when it is desired to retain the employee, even at 

some sacrifice. 

 

D. A leave of absence can be approved for permanent full time and permanent part time employees. 

 

E. Absences of less than thirty (30) calendar days shall not constitute a leave of absence and may be 

tracked  on the time sheets using appropriate codes.   

 

F. The Division Director, Department Head or Elected Official may grant an employee a leave of absence 

for a period of five (5) consecutive months.  Leaves of absence may not be extended past the five (5) 

months (except military leave).  Special considerations, including reasonable accommodations, may be 

necessary before terminating, or taking any other disciplinary action in relation to an employee defined 

as an employee with a disability.  For more extensive information pertaining to employees with 

disabilities or reasonable accommodation see Reasonable Accommodation Policy 4.311. 

 

G. Failure to return upon the date noted for the leave of absence mayresult in termination. 

 

H. Neither seniority, sick leave or vacation shall accrue during an employee's leave of absence.   

 

I. During the employee's approved leave of absence, his/her position may be temporarily filled.  At the 

expiration of the leave of absence, the employee has the right to, and shall be reinstated to the position 

which he/she vacated, if the position still exists; if not, to any other vacant position in the same class 

within the same department. 
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J. An employee accepting other employment shall be considered insufficient reason for approval of a 

leave of absence without pay, unless the leave is approved by the Division Director, Department Head 

or Elected Official and the Human Resources Director. 

 

K. If, in the interest of Sedgwick County, it is necessary to recall an employee on leave of absence, the 

hiring authority may terminate a leave of absence without pay by giving written notice, by certified 

mail, to the employee at least fourteen (14) calendar days prior to the leave termination date. 

 

With the approval of the hiring authority, an employee may return from leave on an earlier date than 

originally scheduled. 

 

L. The County will continue payment of life and health insurance for ninety (90) calendar days after 

effective date of leave of absence.  The employee shall be responsible for his/her share of the premium 

payment to the County.  After ninety (90) calendar days, total insurance coverage shall be the 

obligation of the employee. 

 

M. KP&F and KPERS members who are on leave of absence, other than for medical or injury reasons, 

will not be covered by their life and disability insurance. 

 

1. Members who are on leave of absence due to medical or injury reasons will be covered by 

their life and disability insurance. 

 

2. Employees who are vested in KPERS (i.e. have paid in for five (5) years or twenty (20) 

quarters) will be covered while on leave of absence for any reason. 

 

N.  There shall be no pay from the County while an employee is on leave of absence unless prior to the 

start of the leave, the employee requests payment for vacation time.  

 

 

III. Procedure 
 

A. A request for leave of absence and payment of vacation hours  must be in writing. 

 

1. A copy of the request, along with a Personnel Action Form authorizing the leave, shall be sent 

to the Human Resources Division if the leave is longer than thirty (30) calendar days. 

2. The Personnel Action Form shall indicate the length of the leave of absence requested and the 

number of hours to include in the vacation payment. 

 

B. The hiring authority will send a Personnel Action Form to the Division of Human Resources if the 

leave of absence is going to be extended, but not past five (5) months (except military leave).  Failure 

to return upon the date noted for the leave of absence may result in termination. 

 

C. The hiring authority will send a Personnel Action Form to the Division of Human Resources for 

reinstatement after a leave of absence ends. 

 

D. The Human Resources Division, Records Section will file the proper form with KP&F or KPERS if the 

leave of absence is for an extended illness or injury, if the employee is eligible. 
 


