Military Leave

Summary of Policy

We provide military leave of absence,
generally unpaid, to employees who serve
in the United States uniformed services,
including the Army, Navy, Air Force,
Marine Corps, Coast Guard, National
Guard, State Military Reserve,
commissioned corps of Public Health
Service, and any other category of persons
designated by the U.S. President or the
State Governor in time of war or
emergency.

There is no minimum service required for
employees to be eligible for military leave.
However, to be eligible for military leave
pay, an employee must have a minimum
of one year of service.

The CEO is authorized by the Board to
revise the Military Leave Policy to include
a special provision for extended leave and
compensation when there is a military
mobilization national and security crisis.

Historical Perspective

The first military leave policy was written
by Human Resources, in 1995, and
implemented by the CEO. It included a
provision that guaranteed employees their
regular pay for the first 30 calendar days of
active military duty. And upon completion
of military service, employees were
reinstated, as required by the Uniformed
Services Employment and Reemployment
Rights Act. It also included two options
for employees whose duty was inactive.
The first was for us to make a reasonable
attempt to informally adjust the
employees’ workdays so that they could
meet their military and workplace
commitments. And the second was for
employees to use their “time off with pay.’
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In contrast, the 2001 policy, which was
adopted by the Board, restricts eligibility
for military leave pay to employees who
have at least one year of agency service. It

provides specific information regarding
the position to which a returning
employee can be reinstated. It eliminates
the first option for employees serving with
inactive duty status. And it allows the
CEO to include a special provision for
military and national security efforts.

In its 2001 policy, the Board extended
military leave from 30 to 180 days, with
supplemental military pay so that
employees are compensated up to their
full salary. It also continued to award
some benefits during the 180 days of
service, subject to certain plan exceptions
related to acts of war. Accrual of Time-
Oft-With-Pay stops after the first 30 days
and will be reinstated when the employee
returns to regular employment at the rate
based on years of service, which includes
military leave. And at the end of 180 days,
the CEO may consider continuing the
military leave provisions, if necessary, up
to 360 days.

Last Board Action
November 29, 2001 — Military Leave

The Board approved on consent calendar
the revised Military Leave Policy to
include:

A. a special provision for military
mobilization and national security
efforts; and

B. incorporating current provisions from
the California Military and Veteran’s
Code, Section 395 and updates from
the Uniformed Services Employment
and Reemployment Rights Act.
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MTA PROCEDURE Procedure# HR 6-5

Human Resources
Military Leave

Service - includes active duty, active duty for training, initial active duty for training, inactive
duty training, full-time National Guard duty, and absence from work for an examination to
determine an individual’s fitness for any of these types of service.

Short-term Military Leave of Absence - a military leave of six months or less duration.

State Military Reserve - a voluntary organization under the authority and control of the
Governor. It is available to assume the duties and functions of the National Guard within the
state whenever the National Guard is called into federal service and to respond immediately
whenever called in any natural disaster or civil emergency to protect and preserve the lives and
property of the citizens of the state.

USERRA - Uniformed Services Employment and Re-employment Rights Act of 1994,

FLOW CHART

Not Applicable

REFERENCES
1. HR 3-12 Reasonable Accommodation
2. HR 3-14 Layoff
3. HR 7-2 Time Off with Pay

4. CA Military and Veteran’s Code
5. USERRA of 1994, P.L. 103-353

ATTACHMENTS
1. Request for Military Leave of Absence Form
7.0  REVISION HISTORY

01/01/95 New policy & procedures
11/05/01 Revised Policy




PERS-134 Date e

LOS ANGELES COUNTY METROPOLITAN TRANSPORTATION AUTHORITY
REQUEST FOR MILITARY LEAVE OF ABSENCE

am requesting a Military Leave of Absence beginning
.19, fo 198 — inclusive.

" REGULATIONS FOR OBTAINING LEAVE

You must have at least one year of District service or a qualifying period of recognized military service. (Qualifying service
is defined as full-time active duty for 180 days or more in any branch of the Armed Forcerz, ora cor(nparat?llengeriod of
service when the Governor has ared a state of military emergency under California Military and Veterans Code.)

You must notify your supervisor as far in advance as possible of an anticipated Military Leave and, when possible, you
must schedule the Military Leave in accordance with the workload of your department.

You will not be granted Military Leave with pay for Inactive Duty (weekend drills, appointments for physical exams, etc.).
However, the D?strict will make reasonable attempts to allow your attendance at lg'a)g‘tive Duty. phys )

Your failure to submit this form with an officially signed copy of your Orders for Active Duty will result in your salary
payment being denied while on Military Leave.

Employee’s Signature
Employee's Address City State Zip Code
| S
Badge No. Dept./Div. No. Job Title Hire Date Phone No.

Name and address of person who will know my whereabouts during my Leave of Absence:

Name Address City State Zip Code Phone No.
Approved: Department Head
Approved: - Director of Personnel
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FOR USE OF TRANSPORTATION AND MAINTENANCE DEPARTMENTS ONLY

TO: Division Manager
RE: MILITARY LEAVE PAY
You are authorized to pay Military Leave Allowance upon receipt and verification of official orders to this:

FULL-TIME EMPLOYEE [
—for 8 hours a day of each working day that (s)he is absent from work while on Military Leave.

PART-TIME EMPLOYEE [
—for the average number of hours normally worked per day of each working day that (s)he is
absent from work while on Military Leave.

PAID MILITARY LEAVE CANNOT EXCEED 30 CALENDAR DAYS PER FISCAL YEAR (July 1-June 30).

Approval Signature - Date
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— Department/Division

— Employee
— Personnel Department
Coatrotl Accounting

a5t



	Summary of Policy
	Historical Perspective
	Last Board Action
	Attachment


