Types of Leave available in the Leave System at my.evergreen.edu

This document is designed for represented employees, non represented employees and supervisors to give a summary of available leave types and their use with the Leave System.  For complete definitions and rules, refer to the current Washington Federation of State Employees Collective Bargaining Agreement (CBA) and current Leave Procedures.
1. Vacation – See current CBA for complete vacation leave rules.
2. Sick - See current CBA for complete sick leave rules.
3. Comp (Compensatory) - An employee must use compensatory time prior to using vacation leave, unless this would result in the loss of his or her vacation leave or the employee is using vacation leave for Domestic Violence Leave.
4. Personal Leave Day - An employee may choose one (1) workday as a personal leave day each fiscal year if the employee has been continuously employed by the college for more than four (4) months.  The pay for a full-time employee’s personal leave day is eight (8) hours.  Personal leave is pro-rated for less than full-time employees. 

5. Personal Holiday - An employee may choose one (1) workday as a personal holiday during each calendar year if the employee has been continuously employed by the State of Washington and/or college for more than four (4) months.  The pay for a full-time employee’s personal leave day is eight (8) hours.  Personal leave is pro-rated for less than full-time employees.
6. Shared Leave - See current CBA for complete shared leave rules.
7. Leave W/O Pay (Leave Without Pay) - See current CBA for complete Leave Without Pay rules.
8. Civil / Jury - Leave of absence with pay will be granted to employees for jury duty.
9. Bereavement - Up to three (3) days of paid bereavement leave will be granted for the death of any family member or household member that requires the employee’s absence from work (see current CBA for definition of family member).

10. Military - In addition to twenty-one (21) working days of paid leave granted to employees for active duty or active duty training, unpaid military leave will be granted in accordance with RCW 38.40.060 and applicable federal law. Employees on military leave will be reinstated as provided in RCW 73.16 and applicable federal law.
11. Edu Release Time (Educational Release Time) - Employees will be approved for the lesser of ten percent (10.0%) or four (4) hours of time worked each week to attend classes, scheduled programs, or conferences with faculty that are not available at other times.
12. Life Giving - Employees will be granted paid leave, not to exceed two (2) hours per incident, as needed for the purpose of participating in life-giving procedures (see current CBA for definition of Life Giving procedures).
13. Cyclic LWOP (Cyclic Leave Without Pay) - Employees filling a cyclic year appointment use Cyclic Leave Without Pay for scheduled periods of Leave Without Pay in the ensuing cycle.
14. Holiday Credit – When a paid holiday falls on a full or part-time employees regularly scheduled day off, the employee will use the Holiday Credit leave type to report the alternate holiday taken in the same work week if the number of hours in the shift on the day approved as the alternate holiday are more than the number of hours credited on the regular holiday.  The Holiday Credit leave type is used to report the difference in hours between the two shifts.

15. Master Agmt Negot (Master Agreement Negotiation) – The employer will approve paid release time for the first eight (8) days of formal negotiations for one (1) Union team member.
16. Master Agmt Trng (Master Agreement Training) - Union stewards will be released with pay on one (1) occasion for up to four (4) hours to attend the training.
17. Suspension - Supervisors will use the Suspension Leave type when an employee has been placed on an unpaid suspension from work.
18. Administrative Lve (Administrative Leave) - Supervisors will use the Administrative Leave type when an employee has been placed on a paid Administrative Leave from work.
19. Union Paid Release - Shop stewards and union members will be granted reasonable amounts of Paid Release Time in accordance with the current CBA.  See current CBA for complete Paid Release Time rules.
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