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LEAVE OF ABSENCE SCHEME
1.0 Purpose

1.1
In certain cases, University of Limerick employees may be granted unpaid Leave of Absence.  The purpose of this document is to outline the Leave of Absence policy and procedure.
2.0
Scope
2.1
This policy applies to all employees with 12 months service in the University.  
3.0
Policy Details
3.1
Leave of Absence is unpaid leave that may be granted for a minimum period of two weeks and a maximum period of twelve months. 

3.2
If Leave of Absence is granted, the employee’s post may be held open or filled on a temporary basis.  

3.3
It will not be possible for the staff member to return prior to the date that was originally agreed unless by mutual agreement between the staff member and their manager.
4.0
Organisational Needs

4.1
The operation of the scheme is subject to the need to ensure that its application does not adversely affect costs or the operating requirements of the University.  The relevant Head of Department/Manager will determine such requirements.  

4.2
Where there are a number of applications from a particular work area it may be necessary to limit the number of participants in the scheme from that area. The approval of applications may also be determined by the ability to obtain replacement staff to cover the absence of a person on Leave of Absence.

4.3
60% of annual leave must be taken prior to the period of Leave of Absence.  Normally participants will not take annual leave, other than above, in the following periods:

· the four weeks prior to Leave of Absence commencing; and
· the four weeks following the period of Leave of Absence.
4.4
Job sharers who avail of leave of absence will have their annual leave entitlement calculated in accordance with the provisions of the Organisation of Working Time Act, 1997.

4.5
Participants may not avail of sick leave during the period of Leave of Absence. 

4.7
It is the responsibility of the person availing of Leave of Absence to make arrangements to ensure that any voluntary contributions (e.g., health insurance, savings plans, AVCs, etc) normally deducted from salary continue to be paid.  

4.8
Note that under current PRSI rules, a person availing of Leave of Absence is not earning during the period of leave and is not therefore making PRSI contributions. It is the responsibility of the applicant to establish with the Department of Social Protection the effect that unpaid leave may have on any entitlement to social insurance benefits. 

5.0 Recruitment and Selection

5.1 Participants in the scheme will continue to be eligible to apply for posts within the University, subject to the usual eligibility criteria.  An offer of a new post during the period of Leave of Absence, in certain circumstances, may be conditional on the person resuming duty in the new post with immediate effect.  
6.0 Non-Reckonability

6.1 The period of Leave of Absence will not reckon for pension purposes.  

7.0 Application for Leave of Absence

7.1 Persons wishing to participate in the scheme should apply to their Head of Department/Manager using the Leave Application Form.

7.2 All Leave Application Forms should be submitted to the Head of Department/Manager for approval in the first instance. The Head of Department/Manager will forward the Leave Application Form (approved or not approved) to HR Division for approval/processing. The HR Division will formally advise the applicant and Head of Department/Manager of the decision. 
7.3 Applicants who are refused Leave of Absence shall be given an explanation for the refusal.
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