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Leave of Absence Frequently Asked Questions 

Occasionally, an employee will request a leave of absence. There are several types of leaves available to employees.  The 
type of leave will depend on the specific needs of the employee as well as the leave entitlement according to Federal 
and State Labor Laws. Below is a list of the most common questions that you may have. Please note that not every 
question may be included in this list. If you have a question regarding your specific situation, please contact the benefits 
Team by email at TeamBenefits@99only.com.  

What is a leave of absence? A leave of absence is a period of time taken off of work for the purpose of 
personal or family illness, pregnancy, military service, family military leave, and 
other reasons. 
 

What do I do if I need to take a 
leave of absence? 

Complete the leave of absence request form located within the Dayforce platform. 

Who determines the type of 
leave I am eligible for? 

The Benefits Department will determine if and what type of leave you 
are eligible for. 
 

When do I turn in my Leave of 
absence request? 

When the leave is foreseeable, you must submit your request no less than 2 
weeks prior to the start of your leave of absence. In the event you must go on 
leave without prior knowledge, a request for leave of absence must be completed 
as soon as possible. Submission of an Application for Leave of Absence does not 
guarantee approval. 
 

How much leave time am I 
entitled to? 

The length of your leave is dependent on your eligibility. In most cases to be 
eligible for leave you must have completed 12 months of service with 99. Note: 
Personal leaves are for a maximum duration of 30 days. 
 

What are the requirements for 
FMLA (Family and Medical 
Leave Act) leave? 

FMLA provides up to 12 weeks of unpaid, job protected leave to eligible 
employees that have completed 12 months of service and worked 1,250 hours 
within the 12-month period. Note: There are special provisions for members of 
the Military and their families. 
 

Will I be paid during my leave 
of absence? 

No, all leaves are unpaid. However, you are required to use any accrued, unused 
vacation and sick time you may have available. 
 

How will I know if I will receive 
payment for vacation or sick 
time, I have available? 

You will receive a leave packet including a cover letter detailing the payout of any 
accrued, unused vacation and sick time you have available. 

What happens to my health 
benefits while out on leave? 

Your benefits will be maintained under our group plan on the same terms as if 
you had continued to work. Employees are responsible for paying their portion of 
all health premiums while out on leave. The Benefits Team will send a letter to the 
employee at the beginning of their leave, informing them of their premium costs 
and schedule of when payments are due. Note: If payments fall behind more than 
30 days, the employee’s health benefits may be cancelled. The employee can then 
elect to keep their coverage through COBRA. 
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Will my job be protected while 
I am out on leave? 

FMLA/CFRA/CAPDL eligible employees will be restored to their original or 
equivalent position with equivalent pay, benefits, responsibilities, and other 
employment terms. FMLA ineligible employees; do not have job protection. 
Please note that personal leaves are not considered job protected leaves. 
 

If I am granted job protected 
leave under FMLA or any other 
State or Federal leave 
program, when will I need to 
return to work? 

Your job protected leave entitlement is for a maximum duration of 12 weeks 
under FMLA, 12 weeks under CFRA (CA only), 17 weeks under PDL (CA only), 
however, these leaves are doctor driven and therefore your return to work is 
based on what your doctor certifies. 

What if my leave extends 
beyond my leave entitlement? 

Employees who are unable to return to work and have exhausted their 12 
weeks of FMLA leave, 12 weeks under CFRA (CA only), or 17 weeks under PDL 
(CA only) in the designated “12-month period” no longer have job protection. 
 

What if I am not eligible for 
FMLA or any other type of job 
protected leave? 

There is no job protection if you are not eligible. When you are ready to return to 
work, you may contact your supervisor to see if there are any current open 
positions available and you will need to re-apply for employment. 
 

Under FMLA, who is 
Considered an “immediate 
“family member”? 

An employee’s spouse, child (son or daughter), and parents. 

What is considered a serious 
health condition? 

A serious health condition is an illness, injury, impairment, or physical or mental 
condition that involves either an overnight stay in a medical care facility, or 
continuing treatment by a health care provider for a condition that either 
prevents the employee from performing the functions of the employee’s job, or 
prevents the qualified family member from participating in school or other daily 
activities. 
 

At what point will my time off 
be considered a leave of 
absence? 

If you have missed 3 or more consecutive shifts your time off will be counted 
toward a leave of absence. 

Will I need to contact anyone 
during my leave of absence? 

Yes, you will need to contact your supervisor on a weekly or biweekly basis to 
keep him/her informed of your return-to-work status. 
 

Can my manager approve my 
Leave of Absence? 

All leaves of absence must be approved by the Benefits Department. 
Your manager cannot approve a leave. 
 

Is my Leave of Absence 
approved after submitting the 
form? 

Submitting the Application for Leave is the first step in the Leave of Absence 
process. You will receive notification from the Benefits Department as 
to whether your Leave is approved. Only after approval from the Benefits 
department can you take your leave (unless it is unforeseen). 
 

If I take a personal leave of 
absence, is my job 
guaranteed? 

An approval for a personal leave of absence does NOT guarantee job protection. 

If my status is inactive in 
Dayforce, can I return to 
work? 

NO! Employees may not return to work until they have been approved to return to 
work by the Benefits Team.   

 


