Leave Policy

Eligibility
To be considered eligible for leave, employees must be considered permanent employees, work more than 20 hours per week, and been employed continuously for 12 months or longer.
Court and Jury Duty Leave
Employees are granted leave with pay when required to attend court or when summoned.
Military Leave
Employees who are active members of the military are entitled to military leave. An unpaid leave of absence is granted whether the performance of duty is voluntary or involuntary. Employees drafted into military service are eligible for re-employment.
Funeral Leave
Eligible employees are granted paid leave up to three working days for the funeral of an immediate family member. Two additional days may be granted when the funeral is more than 100 miles from the assigned work site. “Immediate family member” is defined as your current spouse, and you or your current spouse’s children, step/mother, step/father, grandparents, step/brother(s), step/sister(s), or foster child or child for whom you have legal guardianship.
Sick Leave
Paid sick leave benefits are paid to eligible employees. Sick leave must be used for medical reasons and the employee must notify his or her immediate supervisor prior to the beginning of the scheduled work day.

Sick leave is accrued one day per month based on regular hours worked. Sick leave may not be used until it is accrued. The maximum accrual of paid sick leave is 2,080 hours. Up to 25 percent of the unused sick leave balance will be paid in a lump sum to resigning or retiring employees. (Employees must have 8 or more years of experience).
Annual Leave
Annual leave may be used for vacations and to conduct personal business, and it may be scheduled in blocks of hours or days. Annual leave may not be used until accrued.

Full-time employees earn annual leave according to the following table.

	YEARS OF SERVICE
	HOURS ACCRUED PER YEAR

	0-1
	96

	2-5
	120

	6-8
	144

	9-10
	160

	11-15
	176

	16-20
	192

	21+
	200


The following guidelines apply to annual leave:
· The maximum annual leave balance on each January 1 is 30 days.
· Eligible employees will be compensated for accrued annual leave at the time of separation.
· Annual leave is to be scheduled at the mutual convenience of the department and employee involved and to maintain adequate staff at all times.
· Annual leave must be requested in advance using Form CC HR 5.
Family & Medical Leave Act of 1993 (FMLA Policy)
Eligible employees will be granted up to 12 work weeks of unpaid, job protected leave within each calendar year. Eligible employees have been employed a minimum of 12 months.

Employees may take a medical leave of absence for:
· Birth/care of child
· Placement with the employee of a child for adoption or foster care
· Care of child, spouse, or parent with serious health condition
· Employees’ own serious health condition
Leave without Pay
Leave without pay can be granted to employees requiring extended sick leave without pay or employees who have exhausted paid leave but are unable to return to work immediately.

