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Town of Westwood 

Leave Administration  

Leave of Absence Policy  

Policy #305 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to establish the eligibility, duration, and procedural 

requirements relating to the administration of authorized unpaid leaves of 

absence from the Town of Westwood. 

2. APPLICABILITY   

a. This policy applies to all paid positions in the Town excluding those positions 

under the supervision and control of the School Committee. Employees whose 

positions are governed by a collective bargaining agreement are subject only to 

those portions of this policy that are not specifically regulated by those laws or 

agreements.  

3. DEFINITIONS   

a. Reserved for future use.  

4. POLICY  

a. At the discretion of the Town Administrator/designee, eligible employees may 

be granted authorized unpaid leaves of absence in accordance with the 

procedures outlined below.  Authorized leaves of absence for medical reasons 

shall not be allowed until employees have exhausted their accumulated non-

occupational sick leave. 

5. PROCEDURES   

a. General Procedures  

i. The employee shall submit a request in writing for the leave including the 

period of time for this leave. The Town Administrator, upon 

recommendation of the Department Head and Deputy Town 

Administrator, may grant leaves of absence without compensation.   

ii. Leaves of absence of over three (3) months’ duration shall be considered 

a break in employment and on return to work the employee shall have 

the status of a new employee unless an extension of leave beyond the 

three (3) month period has been authorized in advance by the Town 

Administrator/designee. 

b. Leave and Benefits Procedures. Time spent on an unpaid leave of absence will 

affect the employee's length of continuous service and eligibility for leave 

accruals and benefit eligibility status.     

i. Employees on leave of absence shall not be entitled to benefits granted 

under this policy, such as, holiday, vacation, sick, or bereavement. 

ii. Health/Life Insurance.  Employees on unpaid leave of absence may 

continue to remain a member of a group health plan or group insurance 
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plan by assuming full payment of the total premiums. Premiums must be 

paid one month in advance directly to the Town. If not paid health and/or 

life insurance coverage may be lost and the employee would be 

responsible for all (100%) medical costs during the time of lost coverage. 

iii. Leaves of absence of over three (3) months will result in loss of longevity 

rights for the entire leave.    


