
LEAVE 'OF· ABSENCE 
· . ·. . .' . •'.. .. •. :-

Directive: 6.41 

A. General Authorization 

With:proper aovanc~d approvai, tinie off is· atitlionzed Jot the fo11owing reasons: 

1. 'Vacation: Initial vacation selectl'oiiS ·whF'& hiade fu aceordance with the . 
aimual ·memorandum concerilihg vacations··.'· Vacations crumges, however, Will 
reqnii~ · appfuvaliri accordarice witli 'this 'orcter. ·, ,. .. · · 

·· : · . 2. ·National ·Guard or :Reserve ·Parti.Cip'ati6ii: Members with competent orders will 
·· ·' ' ·) · · 'be pemiitteti time off to petfdiin ·riliilta:ry · dutie's :in accordance; with the current 

FOP contract. ·· 

·. · 3· · :: Fdtemal Order of Police Busfu~s:;: M~Iribets wili be Perfujtied time off to 
atterid 'conventions, Board o(Directoi-s'\fuechings ·alia' participate in labor · 
contract negotiations in accordance. :with ~~ curr~nt FOP contract . 

. : . ": ,~ : .:· ···: -. :~ ·:: .. t· ... .' .;~ .·'.": : ...... . ;.: ·.· ... 

4. Death in the Officer's IIIlDlediate Family: ~embers willbe permitted time off 
· fot. ·a· 'iieath in the member's ilnmediate''famlly ::m. ·accordance · with the current 
FOP contract. The fonn will be compieiecra:S'·detaiied in the Directive 
entitled "lllness\lnjury\Death Leav.e". 

' ! 

5. Special Circums~ces: Time off for other reasons may be granted on· a case-
:by~ase_ ·basis . · · .· -

·. !:of ' . ·,~·, .•. 

B. Securing Approval_ for Time Off 

L Offi~rs · requeStirig two (2) hours ''Offdh{y ·m~t sef:ure ·approval from their. 
immediate supervisor. 

2. Officers assigned to Police Service Areas reqiiesting four (4) hours off duty 
must secure approval, through the chain of command, from Police Service 
Area Lieutenant. All other personnel must receive approval from their 
Division Commander. 

3. Officers requesting more than four (4) hours off duty must secure approval, 
through the chain of command. from their Inspector of Police. 
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C. 

4. In emergency situations, an officer's ~~,di~~.,~~ryiso~ 1~ay ,a.ppr~ye :;~ . ·• 
maximum of eight (8) hours off duty. This· emetgc!riby·action rb.ust ·ooreported 
by the use of a Leave of Absence report through the chain of command as 
soon as possible. 

"Request for Leave of Absence" Forms .... ... -~:i~.J > 

t -
2 .. 

... ~. 

"Requ~st,for Leaye ,of)\)Jsence" f.q:tlll ,Wil1)?;" GOJi!pl~teQ Pi triplicatp. 
, ~ . ·., • " • , ; . ' ' 1.. • •• "' • ' o;. •' • . . ,. ~ ~ - ~- • r ~· · - , , ··' · · • , . . ; 

Officers will ins.ert tlle· date directly .after th,ejr;SigJAAture ; . . (The Leave of 
-Abse~e form has ·. ~en amended to.xeflect.:tliiS 'cba~ge. r· this. should be · the 

. . l · ...• · ·_,_ ::. '.: :~ •• ;.· : ·. ·~: ' .. :.=~ _; : . .- : •. :. · . .. .. · . ··-'' - 1-:.J.J.:::. ...... J ....... o:. , ~ .. --..... ~ . .:. ~'- :.:••::. •. · 
date they submitt~,,the. request for,time excus¢JipnpJu,~y~ 

0 oO ' ' '' • : ' .. ' 0 o ' I. ' ' ' o' .. :/" ' '· ·,P ~ •!:• ~ : • 0 ~ '' ' 

3. .A request for .several consecutive days may l;>e m~c;le··.on o~ _form. A request 
. .. :., -~~~ da~s _off that ani_, no~ .90J1SCCutiYr, ;~Ch. ll;S ~0· M~n~i~, .~ill require 

· separate forms. · . ·:: ·. __ 

4. AJl; ~opies of t,he prQp~tlY.: c_qm.pl~~4 "R.~qge~~ fo!~J.eay~ . p.~Absence~' form 
.• - ~ . _,., •• -. ! H • , •• • • • ~ .... . ~ •• '. # ~ , •• '- - · ··. -. •• ' .... . ... . . - . ~ · ... ~-- ·- ~-l • I · -· 

~wiiLbe.forwaided to the .Chiefs .Office, .where it:will ,be ,distributed as follows: 
. ~ ~ : , _,~ ... :_._ ·._: : ;.-• . .. ::· :- .. - .~ - - ' ; .J~;. · -~. ~ .. · ·: :··... ~ . . -.. . ,-!':·. ·.:-;.: q· .;:.· - ~:,· -~; ' -~--- · . f· .. :.-

1 ·! · ·: . , ,. _ ; :• -~ . . -~ : -. : . . -.. . _ . ,~ .. .-·; ~ .: .;..· -~-- ·::··:_':: .. :_.' ---~-D .: ··-i~. : . : ::. . 
.. CQ.py OJie -. Will .be.retllr:Qed to .the officer's Divi~~on, f.:pmplander or Police 

· · . ! 

·• ·-sei-Vice Area Lieut~nani .. ·· · · ·· · · · ·· · · ·· · · 
:;'·~-~ ' ' ' 1 , l •' • • ' ,I ' f ,• / ' ;: ·' 

' ; : ~ >· :~··.- ." 

Copy Two - will be returned to the -~q~~~g ·-~ffi~er. 

:The ~Req~est for~ ieave of Absence~' fo~ '~ili ~-~~~~~~~: tO:·the Personnel 
Sheet on the·day the time off is taken, or the first day off if continuous 
days are taken. 

5. All time off requiring the use of compensatory time -~iii . continue to be not~d 
~q. . tp~tGompeJ)S~tory ~~~' J.teco~d as desa1~~,1} Jn,. ~- P.¥'e:ctive entitled 
Overtiine.· · · . , ... 
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