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PERSONAL LEAVE 
 

It is the Administrative procedure of the Southwestern Oregon Community College District to allow 
MASSC (manager, administrator, supervisor, specialist and confidential) employees paid personal 
leave during a fiscal year 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. 
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