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Off Campus Leave And Training Time

1.0 Purpose
To provide policies and procedures for the granting and use of off campus leave and
training time.

2.0 Policy

Off campus leave and training time may be granted, and the employee paid, for the
reasons listed below. The off campus leave and training time must be approved in
advance by the employee's immediate supervisor and must not exceed the number of
hours the employee is normally scheduled to work each applicable day.

Types of Off Campus Leave

Court Leave - Permanent/Regular and Permanent/ Part-time employees who are
subpoenaed or otherwise directed by proper authority to appear as a witness in a jury
trial or to serve as a juror in any court may be given court leave. This leave extends to
scheduled working hours only and the employee is expected to return to work if excused
by the court during scheduled working hours. Court leave should be given to employees
on second and third

Military Leave with Pay - Permanent/Regular and Permanent/Part-time employees who
are members of the Georgia National Guard or a reserve component of any of the shifts
equivalent to the time they serve on their scheduled work days.

NOTE: Court leave may not be granted to any employee summoned to a court as a
defendant or plaintiff. United States Armed Forces may be granted leave with pay for a
limited period as specified in official orders directing the active Military duty. The amount
of this leave may not exceed 18 workdays in a federal fiscal year, October 1 —
September 30, nor may it exceed 18 workdays in any one continuous period (Effective
July 1, 1987).

Emergency Leave of Absence - Notwithstanding the foregoing leave limitation of 18
days, in the event the Governor declares an emergency and orders an employee to
State active duty as a member of the National Guard, such employee while performing
such duty shall be paid his or her salary or other compensation as an employee for a
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period not exceeding thirty (30) days in any one calendar year and not exceeding 30
days in any one continuous period of such State active duty service.

Payment of Annual Leave - After an employee has exhausted his/her paid military
leave, accrued annual leave can be used for this purpose, if the employee so desires.

At the expiration of the maximum paid leave, continued absence by the employee shall
be considered as personal leave without pay for military active duty service. The
employee shall be required to submit a copy of his or her orders to active duty.

NOTE: Drill periods and/or reserve training periods on "weekends" are not covered by
this leave policy.

Voting - If circumstances preclude voting before or after work, all employees may be
excused a reasonable length of time (maximum of two hours) for this purpose.

NOTE: Since most polls are open from 7:00 a.m. to 7:00 p.m., time off is normally not
necessary in order to fulfill this obligation.

Training Time - All employees approved to attend seminars, conferences, or meetings
may be granted training time with pay for the period of the meeting and necessary travel
time to and from the meeting. Training time with pay may also be granted for GPN's or
GN's to take the first state board examination given after graduation, provided the
effective date of hire as a GPN or GN is prior to the date of the examination.
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