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Southwestern Oregon Community College 
AP 7065 MASSC Leave Benefits 
 

 
The following leave benefits are associated with positions that are designated as Manager, 
Administrators, Supervisors, Specialists, or Confidential (MASSC) as follows.  

Administrative Leave 
Exempt MASSC employees shall receive Administrative Leave to provide compensation for work 
performed outside of normal work hours. This is applicable only to employees who do not 
qualify for overtime compensation under FLSA. These employees shall work without regard to 
overtime, nor will there be an overtime standard for those employees. 
  
An exempt employee may be granted 40 hours of administrative leave with pay each fiscal year on 
July 1. Leave shall be prorated by the percentage of full-time employment. No exempt employee shall 
be eligible for administrative leave until they have completed six months of employment at 
Southwestern.  
  
Administrative leave shall not be cumulative from year to year and any leave unused as of June 
30 of each fiscal year shall be lost. Administrative leave shall only be compensable in the form of 
leave. No cash payment shall be made for unused administrative leave as of June 30 or upon 
termination.  
  
Administrative leave shall not be granted upon termination, retirement or resignation.  
  
The exempt employee who is granted administrative leave and the supervisor shall mutually agree 
upon when any granted administrative leave may be taken.  
  
Administrative leave taken in accordance with this procedure shall not be charged to an 
employee's accrued vacation or paid leave.  
 
Bereavement Leave 
Bereavement leave of up to four (4) days of paid time paid off after the death of an immediate 
family member. Additional time off may be taken and deducted from accrued sick leave.  
  
Immediate family shall mean spouse, domestic partner regardless of gender, parents and parent in-
laws, brother, sister, grandparent, child, step-child, step-parent, son-in-law, daughter-in-law, or 
grandchild, or an individual who resides in and is an integral part of the employee’s household.  
  
Civil Leave 
Deductions shall not be made in the salary of MASSC employees for required appearances in court or 
hearings resulting from a call to jury duty, subpoena, or a request to appear to testify where the staff 
member is not personally involved in the action as the plaintiff, the defendant, or the object of the 
investigation. Any remuneration received for such appearances held on a work day, less travel costs, 
will be endorsed to the College. 



Personal Leave 
MASSC employees shall receive paid personal leave each July 1 according to the following 
schedule: 
  

• 24 hours for 1.0 FTE MASSC employees  
• 12 hours for less than 1.0 FTE MASSC employees  
• Beginning July 1 of each fiscal year, personal leave is cumulative to a maximum of 40 hours; 

each employee may carry forward up to 16 hours of personal leave to the next fiscal year 
• The employee must give the supervisor advance notice before taking personal leave, but 

the employee is not required to divulge the personal reason for the leave request.  
 
Paid Time Off (PTO)  
MASSC employees shall receive time off with pay for eleven (11) Fridays during the summer period 
between graduation and Labor Day, and five (5) days off during the week between Christmas and 
New Year’s Day.  
 
In such instances when a MASSC employee is required to work on a PTO day, an alternative time to 
use the PTO will be arranged and agreed upon, in writing, by both the employee and supervisor. The 
College may opt, based on extenuating circumstances, to pay employees for lost PTO days instead of 
re-scheduling the day. 
 
Paid Time Off was given in lieu of a cost-of-living increase for the 2002-2003 and 2003-2004 fiscal 
years. 
 
Sick Leave 
MASSC employees shall accrue sick leave as follows:  
 

• accrue sick leave at the rate of 8 hours per month of compensated employment; 
• sick leave accrual shall be prorated by the percentage of full-time employment for those 

employed less than full-time. 
• no more than 8 hours of sick leave may be accrued in any month. 
• MASSC employees shall begin accruing sick leave at the time of employment with the 

college and shall accumulate to an unlimited number of days beginning with the initial 
hiring date of the employee. 

• sick leave is not payable upon separation from the college unless the employee is eligible 
under board and/or administrative policy for retirement sick leave payout.  

 
MASSC employees shall use sick leave as follows:  

• sick leave may be taken due to the employee's illness/injury or due to an illness/injury of the 
employee's immediate family.  

• immediate family shall be defined as spouse, domestic partner, the employee and spouse’s 
parent, brother, sister, grandparent, child, step-child, step-parent, son-in-law, daughter-in-
law, grandchild, or parent-in-law. 

• MASSC employees may only use accrued sick leave benefits.  
• The College reserves the right to require reasonable proof of injury or illness and/or a 

physician's release before returning to work 



• Sick leave used in conjunction with Oregon Paid Leave may cover additional defined family 
members. Please see Human Resources for information on the use of sick leave and Oregon 
paid leave.  

 
All other employees:  
 
1. Temporary employees and part-time faculty shall accrue sick leave in accordance with Oregon 

Sick Leave. 
2.  Classified and Faculty bargaining unit employees shall earn sick leave in accordance with 

respective bargaining agreements.  
 
New Hire Sick Leave 
MASSC employees shall be advanced twenty-four (24) hours of sick leave upon hire.  
 
Oregon Paid Leave 
Southwestern Oregon Community College is approved to offer a private equivalent plan through The 
Standard to comply with the Oregon Paid Family and Medical Leave Insurance Program. The paid 
leave benefits will be administered by The Standard. Federal Work Study student employees are not 
eligible for these benefits, but non-work study student employees may be eligible if requirements are 
met. 
 
Please see Human Resources for procedures related to benefits and compensation while utilizing 
Oregon Paid Leave. 
 
Vacation Leave  
Full-time (.80 to 1.0 FTE), regularly employed MASSC employees shall accrue 13.33 hours paid 
vacation leave per month. For those less than .80 FTE, leave accrual shall be prorated by the 
percentage of full-time employment.  
 
• Vacation leave shall be earned from the date of employment. 
• All vacation leave shall be approved by the immediate supervisor. 
• A maximum of 160 hours of vacation leave may be compensated at termination of employment. 
• A maximum of 320 hours of vacation leave may be accumulated. 
 
Approved: February 12, 2025 
(Retired: AP 7065 A, B, C, PTO, S, & V) 
 

 
 
 
 
 
 
 
 
 
 
 
Southwestern Oregon Community College does not discriminate on the basis of race, color, gender, sexual orientation, marital status, religion, 
national origin, age, disability status, gender identity, or protected veterans in employment, education, or activities as set forth in compliance 
with federal and state statutes and regulations. 


