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Asheville-Buncombe Technical Community College
(A-B Tech) Procedure

Procedure 507: State of Emergency Leave
[bookmark: _Hlk179446745]The following is a State of Emergency Leave provision authorized by the Board of Trustees in response to a declaration of a local state of emergency by the Buncombe and/or Madison County Commissioners.  It is available for use at the discretion of the President subject to the availability of funding.
Use of State of Emergency Leave
Consistent with usual work schedules, up to 40 hours per week of paid State of Emergency Leave may be granted when the Buncombe and/or Madison County Commissioners issue orders declaring a state of emergency in the College’s service counties.  
1. State of Emergency Leave will be granted automatically when the College is closed for a State of Emergency and will be discontinued once the College is able to reopen. 
2. Subject to supervisor approval, State of Emergency Leave for Part-Time employees may be based upon the employee’s average hours per week over the course of the previous month or based upon the planned schedule prior to the State of Emergency, whichever is higher.
3. Employees must comply with the Requesting and Reporting of Absence Procedure 507.14 to include prior notification to the immediate supervisor, when foreseeable, and completion of the Request for Leave form.
4. The College will make every effort to work with employees who may have child or elder care needs during the State of Emergency by extending Teleworking and Alternative Work Schedule options.  In certain circumstances, the President may allow the use of State of Emergency Leave if Teleworking and Alternative Work Schedules are not feasible for the impacted employee. 
5. The President of the College may allow additional exceptions to the use of State of Emergency Leave. 
Unused State of Emergency Leave
Unused State of Emergency Leave is not transferable, nor can the employee be paid for unused leave upon separation from the College.  State of Emergency Leave cannot be utilized after the State of Emergency ends.
Process for Requesting and Reporting State of Emergency Leave
Refer to the Requesting and Reporting of Absence Procedure.
Delegation of Authority
During the period of a State of Emergency declared by the Governor, the Board of Trustees hereby delegates full authority to the President or designee to take all actions to implement any and all paid and unpaid leave options available from any federal, state, or local sources to keep employees in a paid status and/or covered by employment benefits.  This authority includes extending the amount of State of Emergency Leave made available to employees under this procedure. 
Owner: Executive Director, Human Resources & Organizational Development, x 7900
Effective:  September 25, 2024
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