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OFFICE OF PRIME RESPONSIBILITY
Any questions or suggestions regarding this policy should be directed to the Human Resources Department.

1.
POLICY and PROCEDURE

1.1
It is the policy of Advanced Sciences and Technologies, LLC (AS&T) to recognize the need, and to authorize leave of absences, under the conditions covered by this Policy.  

1.2
Each paid leave of absence day will be paid based on the employee’s regular rate of pay (excluding shift differential and lead differential).

1.3
Leave of Absence (LOA) hours for which an employee is paid will not be counted as hours worked for purposes of determining  and calculating  overtime/extended work hours.

1.4
Extended hours and overtime hours may be worked on holidays, but not on leave of absence, sick or vacation days. 

2.
ELIGIBILITY
2.1
The following employees who have  completed their new-hire 90 calendar day probationary period and who meet all other requirements established in this policy are eligible for a leave of absence under this policy: 

· All full time employees  
· All Part time employees; however, only part time employees who work a regular work schedule (the same days each week) will be eligible for paid leave under this Policy and only when the leave takes place on a day that the part time employee would ordinarily work.
3.
PAID LEAVE OF ABSENCE

3.1
Death in Immediate Family



3.1.1
Eligible employees may, with management approval, be granted a paid personal leave of absence in the event of a death in their immediate family (spouse, civil union partner, child, step child, parent, brother, step brother, sister, step sister, grandparent, grandchild or spouse's or civil union partner’s parent). 



The employee must notify his/her manager of a death in the family.  The employee must complete the Leave Of Absence Form and send the approved form to the Human Resources Department.



3.1.2
The period of leave provided will be determined based upon the employee's relationship to the deceased as follows:
· Two days within a two week period at the employees base rate will be provided for the death of a spouse, civil union partner, child, step child, parent, brother, step brother, sister, step sister, .

· One day at the employee's base rate will be provided for the death of a grandparent, grandchild or spouse's or civil union partner’s parent.  
The amount of hours per day an employee will be paid shall be prorated if part time employee.

3.2
Jury Duty and Attendance as Witness 



3.2.1
This applies only to jury duty as a petit or grand juror or absence to serve as a witness.  An employee who is a part of a court action or proceeding in any other capacity, other than on behalf of or as a representative of AS&T or as a witness ( i.e. as a party or witness) is not eligible for paid leave of absence under this section.



3.2.2
The maximum length of time for paid leave for jury duty shall or for attendance as a witness is ten (10) working days in any twenty-four month period.  


3.2.3
The Employee must attach to his/her Request for Leave of Absence, the "Call for Jury Duty" or the "Subpoena for Witness Duty". He/she will promptly provide the Human Resources Department a copy of the court release or other evidence of jury duty or witness attendance, at the conclusion of the leave.




3.2.4
The employee will receive his/her normal base paycheck for the period of time he/she is serving jury duty or as a witness.  Any reimbursements from the court may be retained by the employee. 

3.3
Military Training Leave
3.3.1
AS&T complies with all applicable federal and state laws relating to military leave. Military leave applies to full time and part time employees who are members of the uniformed services (Armed Forces and the Army National Guard and Air National Guard).  




Employees who are obligated to participate in military training or report to military duty must request a paid leave of absence well in advance by completing a Request For Leave of Absence Form, attaching a copy of their service orders and submitting it to their immediate manager for approval.  Such employees will be provided compensation equal to the difference between the employee's normal base salary and that paid by the Government for up to a maximum of ten (10) working days.  





Military leave pay will not be processed until proof of amounts paid by the military/government to the employee are received by the Accounting Department.  The military leave pay difference between the employee’s base pay per day and the government payment received per day will be processed with the next payroll processing as a separate check.




3.3.2
Employees who have completed their obligated military service will not receive any compensation during a military leave of absence (See Section 4.2 for further leave provisions).

4.
LEAVE OF ABSENCE WITHOUT PAY

4.1
General




4.1.1
Under certain circumstances, a leave of absence other than those provided for in other Policies and Standard Practices of AS&T may be granted, without pay, if it is approved in advance by the appropriate management.  When a leave of absence without pay is desired, the requestor must explain in the basis for the desired leave in the "Reason for Leave" block of the Request For Leave of Absence Form.  A leave of absence without pay under this section of the policy will only be considered where all other leave provided for by AS&T’s policies and applicable law are not applicable and, to the extent not inconsistent with any applicable law, only if the employee has exhausted all of their available vacation leave.




Employees requiring military leave over and above paid military leave will be granted such leave to the full extent required by any applicable law.




4.1.2
Upon return from an approved leave of absence of 30 days or less, an employee's service date will not be adjusted to reflect the absence.  If the leave period exceeds 30 days, the employee's service date will be adjusted to reflect the absence.




4.1.3
An employee on a leave of absence pursuant to this policy does not continue to earn vacation or sick leave credit, but may continue to participate in AS&T’s group life, short term disability, long term disability and health insurance plans to the extent permitted by applicable law (the employee must continue to pay his/her portion of the medical benefits plan and Flexible Spending Account on a monthly basis) for the first 60 days of the leave.  




4.1.4
Employee and Company contributions to the 401k plan are suspended during a leave of absence.  However, the period of the leave may be counted for the purpose of vesting.  This service credit will accrue to any employee only if they return for active employment by the expiration of their approved leave of absence. 


4.2
Military Service – Voluntary or Extended Active Duty


4.2.1
In addition to and over and above the paid military leave of absence provided for in section 3.3 of this policy, an employee who is required to report for military duty, will be granted a leave of absence, without pay, for the duration of such employees duty. Further, employees who are a member of the New Jersey National Guard, will be granted a leave of absence, without pay, for any voluntary or involuntary military duty exceeding paid leave entitlements.


4.2.2
An employee must make application for reinstatement upon release from active duty within the period specified by any applicable state or federal law or, if none, then as soon as practicable upon return from active duty.


4.2.3
Employees should refer to AS&T’s Family and Medical Leave Policy for information concerning other military related leave provisions. 

4.3
Personal and Other Leave of Absence


Under certain circumstances, a leave of absence other than provided in this policy and/or other Policies and Standard Practices of AS&T may be granted, without pay, if it is approved in advance by the appropriate management as provided for in section 4.1 of this policy.  While AS&T strives to accommodate the needs of employees, this section is intended to address extraordinary situations and the determination of whether or not a leave under this section will be granted will be made in the sole discretion of the Company.  
5.
RETURN FROM LEAVE OF ABSENCE

5.1
Employees returning from a Leave of Absence of over 30 days duration must report to their immediate manager who will contact the Human Resources Department to determine work status and reinstatement.


5.2
Except where otherwise required by applicable law or other AS&T’s policies, returning employees will be reinstated only if the following conditions are met:



5.2.1
An affirmative recommendation by the employee's manager for reinstatement is made.



5.2.2
An approved job opening exists that can be filled by the employee (verify with the Human Resources Department).



5.2.3
The President/CEO approves the reinstatement of the employee.

5.3
Reinstatement of an employee after medical leave of absence may depend upon the granting of a medical clearance by the employee's personal physician as applicable.

5.4
Upon returning to work, each AS&T employee who has been granted either a paid or unpaid, leave of absence is required to complete a "Return to Work Report" and provide it to the Human Resources Department.


5.5
An employee who fails to report to work upon expiration of an authorized leave of absence, without just cause, or who misrepresents the reason used in applying for a leave of absence, may be subject to termination.

6.
EXCEPTIONS
Nothing in this policy is intended to suggest that AS&T may or will make deductions from or reduce pay of an “exempt employee” under the Federal Labor Standards Act or state law where an absence is less than a full work week except where made in accordance with AS&T’s Sick and Disability Policies nor that AS&T will make any deduction that is inconsistent with an employee’s status as an exempt-employee under applicable state law.  However, unauthorized leave on the part of an “exempt” or “non-exempt” employee may be grounds for disciplinary action.

Exceptions to this Policy must be approved by the President/CEO.

The following forms are incorporated into this policy by reference and can be found in the forms section:

· Request for Leave of Absence

· Return to Work Report
· Personnel Transaction Form
