	
	

	[image: image2.jpg]



	Sample Policy


[image: image1.jpg]



	[image: image1.jpg]
	Sample Policy Continued


From the MRA Resource Center


Wisconsin Leaves of Absence
(Excluding WI FMLA)
Civil Air Patrol

Note:  Applies only to employers with 11+ employees on a permanent basis:

An employee who is a member of the Civil Air Patrol may be granted an unpaid leave of absence for the purpose of participating in a Civil Air Patrol emergency service operation. In advance of any emergency service operation, the employee must notify the Company in writing that they are a member of the Civil Air Patrol. 
The employee may take up to 5 consecutive workdays or up to 15 days of leave in a calendar year to participate in an emergency service operation, so long as the leave of absence does not unduly disrupt business operations. The leave will be unpaid unless the employee chooses to apply any available paid time off. Their employment status, benefits and seniority will be uninterrupted by the leave. 
The employee may be required to provide a written statement from their commander or officer verifying their participation in an emergency service operation.  If the emergency service operation begins after the employee reports for work, the employee must request permission from their supervisor to leave work.
Emergency Responder Leave

Employees who volunteer as a firefighter, emergency medical technician, first responder, or ambulance driver for a volunteer fire department or fire company, a public agency, or a non-profit corporation will be permitted to be late or absent from work if due to their response to an emergency, as long as they comply with their responsibilities, provided below.  The time off work is not required to be paid although employees may choose to apply any available paid time off. 
To be eligible for this leave, employees must comply with all of the following: 

	(1)
	Notify the Company of their status within 30 days of becoming an emergency responder by written statement signed by the chief or manager; 

	(2)
	When dispatched to an emergency, make every effort to notify their supervisor as soon as possible in advance unless extreme circumstances prevent them from doing so, substantiated by a written statement from the chief or manager explaining why prior notification could not be made;

	(3)
	Submit a written statement from the chief or manager verifying their participation in the emergency response, as well as the date and time of the response.




If an employee’s status as an emergency responder change, they must notify their employer of that change.  

Wisconsin Bone Marrow and Organ Donation Leave Policy

Employees who are eligible under this leave are employees who have been employed at this organization for more than 52 consecutive weeks and worked at least 1,000 hours during the preceding 52-week period.

Eligible employees taking bone marrow or organ donation leave may take up to six weeks of unpaid time off in a 12-month period to donate bone marrow and organs (e.g., kidneys, partial livers, partial lungs, partial pancreas, partial intestine). Bone marrow and organ donation leave may only be taken, however, for the period necessary for the employee to undergo the donation procedure and to recover from that procedure. Eligible employees may substitute other types of available paid or unpaid leave if they choose.

Employees must provide written notification that indicates they will be serving as a bone marrow or organ donor. Employees must make a reasonable effort to schedule the procedure so that it does not unduly disrupt the employer’s operations and give advance notice in a reasonable and practicable manner.

XYZ Company may require medical certification issued by the health care provider of either the donee or the donor to verify that the bone marrow or organ recipient has a serious health condition that necessitates the transplant; that the employee is eligible and agrees to the donation; and the amount of time expected to recover.

Employees will continue to receive group health insurance benefits during the leave if they had coverage under the plan immediately before the leave.

XYZ Company reserves the right to allow an employee who, during the period of recovery, would like to work in an alternative employment position that meets his or her qualifications. Any period of time during this alternative employment will not reduce the employee’s leave entitlement.

Upon return to work at the conclusion of leave, employees will be restored to the same or an equivalent position.

Further questions related to the policy can be directed to Human Resources.

Voting Leave 

Wisconsin employees will be provided with up to 3 consecutive hours off work to vote while polls remain open.  The time is not required to be paid, although employees may choose to use any available paid time off.

To qualify for voting leave, employees must notify their supervisor by the day before election day.  The supervisor may specify the times the employee may take for their voting leave. 
This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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