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PERSONNEL RULES PART I
5.13 LEAVE AND HOLIDAYS – Leave Without Pay  











	
NEW MEXICO JUDICIAL BRANCH
LEAVE WITHOUT PAY FORM [Authorized]


	REFERENCE

	5.13	LEAVE WITHOUT PAY [Ref: NMJBPR & Personnel Policies]
	A.	Authorized
An employee may be granted leave without pay for justifiable personal reasons as follows:
(1)	Short Term – An employee shall apply in writing, in advance, for leave without pay for a period up to 30 consecutive calendar days and may be granted leave without pay upon approval of the Administrative Authority.  (Amended 08/01/10)
(2)	Long Term – An employee shall apply in writing, in advance, for leave without pay for a period more than 30 consecutive calendar days and up to 12 consecutive months. The employee will be granted such leave only when the Administrative Authority can ensure the employee a position of like status and pay at the same geographic location upon the return from leave without pay.  However, if the Judicial Entity cannot ensure the employee a position of like status and pay at the same geographic location and the employee agrees in writing to waive that requirement, such leave may be granted without the assurance of a position being available at the end of the leave.  (Amended 08/01/10)



	
SHORT TERM
Up to 30 consecutive calendar days?


  YES        NO


	
LONG TERM
More than 30 consecutive calendar days and no more than 12 months?

  YES        NO





	
Judicial Entity & Employee Information


	Judicial Entity: 
	Requested By: 

	Employee:
	Employee ID #:

	Number of Leave Without Pay Hours Requested:
	Hire Date with Judicial Entity:

	Start Date of Leave Without Pay:
	Anticipated Return Date from Leave Without Pay:

	
JUSTIFICATION


	Why is Leave Without Pay being requested? 




If this is a Request for an EXTENSION OF LEAVE WITHOUT PAY, state the reason why an extension is needed.


Employee’s Current Leave Balances:
Sick Leave: _________  Annual Leave: __________  Personal Holiday & Comp Time Balances: _________

If this request is pursuant to the Family Medical Leave Act (FMLA), use the FMLA Application form for your request.


	
SUPERVISOR & DIVISION DIRECTOR APPROVAL

	REQUESTED BY:
(Please print)
	DATE RECEIVED:

	RECOMMENDATION:
                            Approve as submitted:  YES        NO         Approve as revised:  YES        NO

RECOMMENDED REVISIONS:


______________________________________________________        ____________________________
                                      SUPERVISOR SIGNATURE                                                       DATE


______________________________________________________        ____________________________
                                DIVISION DIRECTOR SIGNATURE                                              DATE






*********************************************

	
HR REVIEW & APPROVAL REQUIRED


	RECEIVED BY:
(Please print)
	DATE RECEIVED:

	RECOMMENDATION:  Verified Leave Balances  

   Approve as submitted:  YES        NO         Approve as revised and include suggested revisions:  YES        NO


______________________________________________________        ____________________________
                                     HUMAN RESOURCES SIGNATURE                                              DATE

IF LONG TERM LEAVE WITHOUT PAY:
[bookmark: _GoBack]
______________________________________________________        ____________________________
                        HUMAN RESOURCES DIRECTOR SIGNATURE                                      DATE




*********************************************

	
REQUIRES ADMINISTRATIVE AUTHORITY 
APPROVAL


	

Approved:  YES        NO

______________________________________________________        ____________________________
                     ADMINISTRATIVE AUTHORITY SIGNATURE                                           DATE




CC:   	Employee, Employee Confidential Personnel File, Court Administration / Management Files and Payroll Files [if applicable]
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