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Article 9.—Hours; Leaves; Employee-Management Relations

1-9-3. Request and approval of leave; authorized leave; unauthorized leave.
(a) Requests for leave shall be made to the appointing authority in such form and at

such time as prescribed by the appointing authority. Leave that is requested as above,
and approved, shall be termed authorized leave. Leave that is not requested as above,
or not approved, shall be termed unauthorized leave, unless the employee furnishes the
appointing authority evidence satisfactory to the appointing authority that circumstances
made it impossible to request leave in the form and at such time as prescribed by the
appointing authority.
(b) Use of unauthorized leave shall be entered into the employee's official personnel

file in the agency. Habitual or flagrant use of unauthorized leave shall be grounds for
disciplinary action, including dismissal.
(c) When an employee takes unauthorized leave, the appointing authority shall

determine whether use of accumulated leave or accumulated compensatory time shall
be allowed, whether leave without pay shall be granted, or in a case of habitual or
flagrant use of unauthorized leave, whether a pay decrease, suspension, demotion,
dismissal, or other disciplinary action shall be proposed or taken. This regulation shall
be effective on and after December 17, 1995.
(Authorized by K.S.A. 1994 Supp. 75-3747; implementing K.S.A. 75-3746; effective May
1, 1979; amended Dec. 17, 1995.)
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