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1. Purpose To establish a standardized process for managing paid leave of absence (LOA) for employees, ensuring compliance with organizational policies, Workforce Innovation and Opportunity Act (WIOA) regulations, and applicable federal and state laws.
2. Scope This SOP applies to all employees whose positions are funded in whole or in part by WIOA grants, as well as any other employees eligible for paid leave under organizational policies.
3. Authority and Guidance This SOP aligns with the following regulations and guidance:
· Workforce Innovation and Opportunity Act (WIOA), Public Law 113-128.
· 2 CFR Part 200 (Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards).
· Family and Medical Leave Act (FMLA), where applicable.
· Fair Labor Standards Act (FLSA).
4. Definitions
· Paid Leave of Absence (LOA): Authorized leave during which an employee continues to receive compensation and benefits.
· Allowable Costs: Compensation for paid leave that is consistent with an entity’s written policies and is allocable to WIOA-funded programs as per 2 CFR § 200.431.
5. Responsibilities
· Human Resources (HR) Department: Manages leave requests, maintains records, and ensures compliance with policies.
· Supervisors/Managers: Approve or deny leave requests based on operational needs and policy requirements.
· Finance Department: Ensures that paid leave costs are properly allocated and documented in compliance with WIOA regulations.
6. Procedure
6.1 Types of Paid Leave Employees may be eligible for the following types of paid leave, subject to organizational policies:
1. Vacation leave.
2. Sick leave.
3. Personal leave.
4. Bereavement leave.
5. Jury duty or court appearances.
6. Paid parental leave.
7. Paid leave while under disciplinary review.
6.2 Eligibility
1. Eligibility for paid leave is determined based on the employee’s employment status, tenure, and organizational policies.
2. Leave must be accrued in accordance with the organization’s policies and procedures.
3. Paid leave during disciplinary review is contingent upon the nature of the investigation and organizational discretion, ensuring compliance with applicable laws and policies.
6.3 Requesting Paid Leave
1. Employees must submit a written request for leave to their supervisor, specifying the type and duration of leave.
2. For planned leave (e.g., vacation), requests should be submitted at least two weeks in advance or as soon as possible.
3. For unplanned leave (e.g., sick leave), employees must notify their supervisor as soon as possible.
4. Supporting documentation (e.g., medical certification) may be required, depending on the nature of the leave.
5. For paid leave during disciplinary review, the organization will notify the employee in writing, outlining the terms and duration of the leave.
6.4 Approval Process
1. Supervisors/Managers must review leave requests for:
· Alignment with operational needs.
· Employee eligibility and available leave balance.
2. Approved leave requests are forwarded to HR for final processing and recordkeeping.
3. For paid leave during disciplinary review, HR and management must coordinate to ensure adherence to organizational policies and legal requirements.
6.5 Compensation and Benefits
1. Paid leave compensation is based on the employee’s regular rate of pay.
2. Employees on paid leave continue to accrue benefits such as retirement contributions, if applicable, in accordance with organizational policies.
6.6 Compliance with WIOA Regulations
1. Paid leave costs must be:
· Consistent with organizational policies for all employees.
· Allocated to WIOA-funded programs proportionally, in line with 2 CFR § 200.431.
2. Documentation supporting leave payments (e.g., timesheets, leave requests) must be retained for audit purposes.
6.7 Return to Work
1. Employees must notify their supervisor and HR of their intent to return to work as soon as possible prior to the end of the leave period.
2. Any extensions to the leave period must be requested and approved in writing.
3. For employees on paid leave during disciplinary review, HR will communicate the outcome of the review and the terms of the employee’s return to work or any further action.
6.8 Recordkeeping
1. HR maintains records of leave balances, requests, and approvals.
2. All records must be retained for a minimum of three years, or longer if required by federal or state regulations.
7. Monitoring and Compliance
1. Periodic reviews of leave practices will be conducted to ensure compliance with this SOP, WIOA regulations, and applicable laws.
2. Any findings of non-compliance will be addressed promptly.
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