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SUBJECT: Military Leave

DATE: January 1, 2017

PURPOSE

It is the policy of the Division of Juvenile Services to prohibit discrimination against
employees and applicants, based on their current or potential military service, whether voluntary or
involuntary, and against any person who attempts to enforce the protections provided to service
members. This prohibition applies to initial employment, re-employment, retention in employment,
promotion, or any other benefit of employment.

CANCELLATION

This policy has been revised and supersedes Policy 155.00 dated October 1, 2009,

APPLICABILITY

This Policy applies to all Division of Juvenile Services’ employees.

PROCEDURES

1. All employees of the Division of Juvenile Services must comply with the provisions of the
Division of Personnel’s Administrative Rule, 143 CSR 1, Section 14.9, Military Leave,
which can be found at: http://www.personnel.wv.gov/agencies/Pages/militaryleave.aspx. All
forms and documents referred to in this policy can also be located at this website.

2. All employees of the Division who are members the National Guard or any military reserve
unit of the United States Armed Services shall be entitled to leave(s) of absence from their
respective employment without loss of pay, status or efficiency rating on the days during
which they are engaged in drills or parades, or for examination to determine fitness for duty,
inactive duty training, funeral honors duty for the State or federal government, active duty for
training or active service for the State all to include reasonable travel time to and from the
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duty location, for a maximum period of thirty working days in any one calendar year when
ordered or authorized by proper authority.

An employee’s leave of absence is considered as time worked for the agency in computing
seniority, eligibility for salary increase and experience with this agency.

An employee shall provide to the appointing authority advance written or verbal notification
of an obligation or intention to perform military duty and such written orders or other
documentation, if available, in support of the request for military leave. Employees are to
use the following Division of Personnel forms:

a. for short time leave or two week annual deployment — the Application for Leave of
Absence with Pay Form (DOP-L1); or

b. forextended military service (other than two-week annual training) — the Application
of Absence without Pay Form (DOP-L2) and Military Leave of Absence Employment
Status Documentation Form.

. The Facility Superintendent/Director or Center Program Director shall use the Guide to
Verification of Military Orders (refer to website in Procedure 1) with attached memorandum
when an employee’s military order needs to be verified.

Under no circumstances will an employee’s regular/usual working schedule and previously
scheduled “days off” be interrupted/rescheduled solely to conform to the anticipated military
leave. o ' :

- None of the unused days of military leave for which an employee is eligible under Subpart
(a) of W. Va. Code § 15-1F-1, may be carried over and used in the next calendar year. An
employee on extended federal active duty or full-time National Guard duty is eligible for
leave provided in this subpart only in the year he or she is called to active duty, and in
subsequent years only after he or she has been discharged from military duty and returned to
State employment.

In accordance with the provisions of W. Va. Code §15-1F-1(b), all employees of the State
who are ordered or called to active duty by properly designated federal authority are eligible
for an additional leave of absence from employment without loss of pay, status, or efficiency
rating for a maximum period of thirty working days, not to exceed two hundred forty
hours for each single call to active duty, active duty for training, initial active duty for
training, or full-time National Guard duty, all to include reasonable travel time to and from
the duty location.

All employees of the Division who are called to federal active duty or full-time National
Guard duty who have not used all or some portion of the thirty working days of military
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leave granted by Subpart (a) of W. Va. Code § 15-1F-1 are eligible to use those unused days
in the same calendar year prior to using the thirty (30) work days for which they are eligible
under this Subpart, up to a maximum of sixty (60) scheduled work days for a single call to
active duty. None of the unused days for which an employee is eligible under Subpart (a)
may be carried over and used in the next calendar year.

Upon completion of and discharge from the armed services and within the applicable time
period prescribed by code, any employee hired by the Division for permanent State
employment has the right to resume his or her service with the agency without any prejudice
to his or her status, merit rating or standing by reason of the absence. An employee shall be
credited with all annual leave and sick leave not used at the commencement of his or her
military leave, in accordance with the provisions of the Division of Personnel’s
Administrative Rule, 143 CSR 1, Section 12.6, Reinstatement.

This policy will be adopted in its entirety and no operational procedure will be developed.

RIGHTS RESERVED

The Director reserves the right to modify, suspend or cancel any provision herein in part or

entirety, without advance notice, unless prohibited by law.
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