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BOWDOIN COLLEGE 

 

ABSENCE MANAGEMENT 

FOR ADMINISTRATIVE STAFF 

Bowdoin College provides several types of leave for eligible administrative staff members. This 

SROLF\�SURYLGHV�LQIRUPDWLRQ�DERXW�WKH�W\SHV�RI�OHDYH�DYDLODEOH��DV�ZHOO�DV�WKH�&ROOHJH¶V�

requirements for scheduling and documentation for use of these leaves. Attendance expectations 

for College employees can be found in the Employee Handbook. 

 

1. Vacation 

Vacation is provided primarily for the purpose of pre-planned time away from work for 

relaxation and recreation, but it 
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2. Personal Absence Time 

A. Personal Absence Time includes sick time for personal illness or injury, medical and 

dental appointments, family care absence time, and personal emergency time. 

1. Full-time administrative staff members accrue personal absence time at the rate of one 

GD\�SHU�FDOHQGDU�PRQWK��XS�WR�D�PD[LPXP�RI����GD\V�SHU�\HDU��$�³GD\´�LV�EDVHG�RQ�WKH�

staff PHPEHU¶V regular schedule, up to a maximum of eight hours. Personal absence time 

is credited on the last business day of each month. Personal absence time for part-time 

administrative staff members is pro-rated. 

 

2. Administrative staff members only accrue personal absence time in calendar months 

when they are in paid status. 

 

3. Personal absence may be used in increments of 30 minutes. 

 

4. Leave for personal absence time can accumulate to a maximum of 480 hours (pro-rated 

for part-time administrative staff). Once the maximum is reached, no further personal 

absence time is earned until the balance falls below the maximum. Administrative staff 

are encouraged to keep a balance of time that would cover the waiting period for Short 

Term Disability. 

 

B. Personal Absence Time for Staff 0HPEHU¶V Own Illness/Injury (Sick Time) 

 

The College provides personal absence time (sick time) when a staff PHPEHU¶V illness or injury 

prevents him/her from performing work duties and for medical/dental appointments which 

cannot be scheduled outside the workday. 

 

C. Personal Absence Time for Family Illness/Injury (Family Care Absence) 

 

$Q�DGPLQLVWUDWLYH�VWDII�PHPEHU�PD\�XVH�SHUVRQDO�DEVHQFH�WLPH�WKURXJK�WKH�&ROOHJH¶V�Family  

Care Absence Policy to care for a spouse, domestic partner, child or parent up to a maximum of 

40 hours (5 days) per calendar year. Leave may DOVR�EH�DYDLODEOH�XQGHU�WKH�&ROOHJH¶V�F

Personal
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to notify his/her supervisor no later than the beginning of his/her workday
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his/her absence. Unless prevented from doing so by a bona fide emergency, the staff 

member should personally speak with his/her supervisor. 

 

2. If an administrative staff member anticipates being absent, or is absent for three or more 

consecutive days for personal illness or injury, or the illness or injury of a family 

member, he/she is required to inform Human Resources and may be required to provide 

documentation of the need for such absence. 

 

3. Administrative staff members are responsible for completing any necessary paperwork to 

determine eligibility for disability EHQHILWV�DQG�RU�OHDYH�XQGHU�WKH�&ROOHJH¶V�Family and  

Medical Leave Policy
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d. An administrative staff member approved for STD continues to receive his/her regular 

salary. 

 

 Administrative staff members who work the academic year may apply for STD 

benefits if they become ill or injured during academic year breaks (including the 

summer). If approved, administrative staff members will receive pay as described 

above. However, available sick and/or vacation time cannot be used during the 

waiting period that falls during the academic year breaks when an employee is not 

otherwise scheduled to work. 

e. The College will continue to pay its share of insurance premiums during STD and the 

administrative staff member is responsible for his/her usual contributions toward 

insurance premiums, provided that the administrative staff member is still employed by 

the College. If employment is terminated, applicable benefit continuation provisions 

apply. 

 

f. STD runs concurrent with leave available under the federal/state family medical leave 

ODZV��LI�DSSOLFDEOH��VHH�WKH�&ROOHJH¶V�Family and Medical Leave Policy). 

g. A release to return to work from a medical provider must be provided to Human release  release  release

 

release arelease
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available paid time. Requests for consideration of unpaid time should be made to the 

administrative staff PHPEHU¶V supervisor 


