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	Missions/Service 

Leave Request



Date of Application       



Employee Name       

ID       

Title       

Department        FORMTEXT 

     


Hire Date  

Mission/Service Project Applying For  
Leave to Start       

Expected Date of Return       

Contact Name       

Contact Telephone       

Type of work to be completed  
Please explain why you would like to participate in a College-sponsored off-campus missions or service project:

	     


All requests for missions/service leave must be accompanied by an outline of the mission/service project.  Please attach outline to this application form.

I make this request with full understanding of the Mission/Service Leave Policy (please see back of the application form).

Employee Signature

Date       



Leave Approvals:
Trip Sponsor

Date  

Supervisor

Date  

Department Director

Date  

Director of Human Resources

Date  






(Signing for the review committee)
	For HR Use Only:   
Date Recorded in HR  



Missions/Service Leave Policy

The purpose of the policy is to provide an opportunity for a small number of staff and administrative employees to participate in College-sponsored off-campus missions or service projects while on short-term paid leave from the College.  Ranked faculty are not eligible for leave under this policy.

· The opportunity will be available to a limited group of five employees annually (fiscal year.) In order to be eligible, an employee must have completed five years of full-time employment at the College. 

· The leave may extend no longer than ten consecutive working days. 

· The College will provide the employee's regular pay during the leave and continuation of benefits.  All other expenses associated with the leave are the responsibility of the employee. 

· Employees must have prior approval from their supervisor and department director and must arrange with the supervisor for the employee's work assignment to be covered while the employee is on leave.  While supervisors are encouraged to make reasonable accommodations for the employee to participate in the leave, no more than one employee at a time will be eligible for leave within the same department. 

· An appropriate outline of the missions/service project must accompany the Missions/Service Leave Application Form. 

· An employee who has been granted a mission/service leave will be ineligible to re-apply for a period of 5 years. 

· Applications will be reviewed on an as-needed bases by a committee comprised of the following members: Director of Human Resources, one representative from the Administrative Council, one representative from the Staff Council and a representative from the Agape Center.  Applicants will receive a written response to their application from the committee. 

· Applications must be received at least 90 days prior to the start of the missions/service leave project.  Priority will be given to those applying for positions of leadership on College-sponsored trips.
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