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INTENT 

It is the intent of the Washtenaw County Board of Road Commissioners to establish 
guidelines for administering unpaid leaves of absences that do not qualify under the 
Family Medical Leave Act for employees of the Washtenaw County Road Commission 
(WCRC).  

GENERAL PROVISIONS 

A. The Human Resources Manager is responsible for the administration of the
unpaid leave of absence program.

B. The Managing Director will have final approval on all requests for unpaid leave.

C. Employee must deplete all available annual leave before an unpaid leave of
absence will be considered. (excludes maternity/paternity leave)

D. Leaves will be granted on an individual basis.  Factors used in deciding to grant
a leave may include, but not be limited to, the employee’s relative level of
management, the perceived difficulty of replacement and the criticality of the
position’s specialty.

ELIGIBILITY 

Regular full-time employees will be eligible to apply for an unpaid leave of absence 
following completion of one (1) year of employment.  

QUALIFYING REASONS 

To qualify for an unpaid leave of absence, an employee must be taking leave for one of 
the following reasons: 

1. To attend an educational institute
2. Compelling personal circumstances
3. Birth or adoption of the employee’s child (following exhaustion of FML)

DURATION OF UNPAID LEAVE 

Leaves may be granted up to a maximum of one hundred and eighty (180) days.  An 
eligible employee who has been granted a leave may not request a subsequent leave 
until 365 days after expiration of the previously granted unpaid leave.  

RC19-017



Page 2 of 2 

 
REQUESTS FOR UNPAID LEAVE 
 
An employee who wants to be considered for an unpaid leave of absence must submit 
a written request to the Human Resources Manager giving the reason for the request 
and the expected duration of the leave.  
 
BENEFITS DURING UNPAID LEAVE 
 

A. An employee’s health insurance and other group health benefits will be 
continued through the end of the month in which the unpaid leave began.  At that 
time, the employee may continue these benefits by accepting COBRA.  Re-
enrollment in these programs will be done at the earliest date allowable by the 
respective carriers. 
 

B. An employee can continue to contribute to their voluntary deductions (deferred 
compensation, optional life, etc.) while on unpaid leave. The Finance 
Department must receive payment prior to each bi-weekly check date. If the 
payment is more than 30 days late, the employee's voluntary deductions will be 
cancelled. If the employee chooses not to continue the voluntary deductions 
through their unpaid leave they may not be eligible to re-enroll until the next 
enrollment period. 
 

C. An employee will not accrue annual leave while on unpaid leave. 
 

D. An employee will not earn service credit while on unpaid leave. 
 

E. Holiday pay will not be granted while on an unpaid leave. 
 

RETURNING FROM UNPAID LEAVE 
 
An employee is expected to return to work no later than the next regularly scheduled 
workday after the expiration of the approved leave.  If an employee fails to return to 
work as scheduled after an approved leave, it will constitute a voluntary resignation. 


