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    Purpose:

    ------------

The purpose of this policy is to address the conditions for an approved absence with or without pay for military service in accordance with the Federal Uniformed Services Employment and Reemployment Rights Act (USERRA) and applicable state laws.

The Vice President of Human Resources shall make all discretionary decisions with respect to this Policy on behalf of the Company.
    Statement of Policy:

    -------------------------

The Company provides a Military Leave of Absence for all regular full-time and part-time employees who voluntarily enlist or are drafted into military service. As part of this Policy, the Company provides a leave with pay for all full-time employees who participate in periodic active duty, as defined in this Policy, in the Reserves or National Guard.  Such full-time employees will be reimbursed the difference between their regular straight-time pay and their base service pay for up to two (2) weeks in any calendar year.
    Procedure:

    --------------

1. The Company provides up to two (2) weeks of pay for military leave or active duty commitment per calendar year for full-time employees who are employed for at least ninety (90) days prior to the requested leave. 

2. When possible, all requests for military leave should be submitted at least thirty (30) days prior to the leave period and must include written orders or other documentation. A copy of stamped orders or a pay voucher for the leave period must be provided to Payroll at the termination of the leave.

3. Requests for training or other extended active duty of Reserve or National Guard commitment beyond fifteen (15) calendar days per year will be unpaid. An employee may elect to use accrued vacation or other allotted time off for active duty periods exceeding fifteen (15) calendar days.  As required by federal law, the Company will continue benefits to the reservist on active duty for a maximum period of thirty (30) days. The employee is obligated to pay his/her usual contribution toward medical benefits and any other contributory programs during the 30-day period.

4. Every reasonable effort will be made to accommodate periodic military drill requirements, typically one weekend a month.

5. The Company will grant an unpaid leave of absence for extended periods of military service (active duty or emergency call-up) in accordance with applicable federal and state laws. The employee will be eligible to maintain the Company-provided health benefits, at his/her own expense after 30 days.  All benefits rights will be in accordance with applicable law.

6. Upon return from extended military leave, an employee is generally eligible for reemployment provided that:

a) He/she was an active employee of the Company when he/she left the Company for military service;
b) The period of leave for military service was less than five (5) years and he/she was honorably discharged; and

c) The returning employee provides Human Resources with documentation validating the period of military service.

d) The request for reinstatement must be provided to Human Resources within 90 calendar days of discharge if the period of active service is greater than 180 days. If the period of active service is less than 180 days, but more than 30 days, notice must be given 14 days from discharge. If the period of active service is less than 30 days, 2 days’ notice must be given to the Company.

e) Federal and state law provide specific guidance on reemployment rights regarding years-of-service based programs and plans following an extended period of active duty. These rights will be discussed in detail with the affected employee.
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