Clearwater COG

PERSONAL LEAVE

POLICY 

I.
POLICY

It shall be the policy of the CLEARWATER COG to administer the personal leave benefit with consistency and equality to all employees, within the confines of the law and the policies of the CLEARWATER COG.

II.  
ELIGIBILITY FOR PERSONAL LEAVE

Effective January 1 yearly, each full-time employee who is paid by the Clearwater COG shall receive personal leave with pay (to be prorated based upon the employee’s scheduled hours of work):

 40 hour work week employees hired prior to 7/23/08

32 hrs.

40 hour work week employees hired on or after 7/23/08

24hrs.

Specifically exempt is the Executive Director per management contract.

Definitions
1.
Base pay period:  the base pay period is that pay period which includes the first week of January of any year.

2.
Base rate of pay:  the base rate of pay for an employee is that rate for the step assigned.

III.
CREDIT OF PERSONAL LEAVE

A.
Each full-time employee in active pay status during the base pay period of each year shall be credited with the equivalent to the number of hours to equal his or her working day.

B.
Each person who received a full-time appointment subsequent to the base pay period and is in a no-pay status as of the beginning of the base pay period shall be credited with a pro-rated share at nine tenths (9/10) of an hour for each pay period to be worked thereafter.

 C.
Probationary new employees are credited with personal leave at the successful completion of the probationary period.

IV.
CHARGE OF PERSONAL LEAVE

Personal leave which is used by an employee shall be charged in minimum units of one half (½) hour.  Employees shall be charged personal leave only for the days and hours for which they would have otherwise been scheduled to work, but shall not include overtime.

V.
USE OF PERSONAL LEAVE

Employees, upon approval of the appointing authority, may use personal leave for the following reasons:

A.
Mandatory court appearances before a court of law and in a matter in which the employee is a party or whose presence is required at such appearances would include, but not be limited to: criminal or civil cases, traffic court, divorce proceedings, custody proceedings, or appearing as directed as a parent or guardian;

B.
Legal or business matters which an employee could not normally conduct during hours other than normal scheduled work time;

C.
Family emergencies of a nature that require an employee's immediate attention;

D.
Unusual family obligation, which could not normally be conducted by an employee during hours other than normal work time;

E.
Examination such as medical, psychological, dental or optical for the employee, or the employee's immediate family; if all sick leave has been exhausted;

F.
Weddings of members of the immediate family;

G.
Religious holidays, which fall on a normally scheduled workday for an employee;

H.
Any other matter of a personal nature

VI.
NOTIFICATION AND APPROVAL OF USE OF PERSONAL LEAVE

A.
Employees must give reasonable advance notice in writing when requesting use of personal leave.  As a guideline, twenty-four (24) hours would be sufficient notice under most conditions.

1.
The Leave Request form shall be completed by the employee, marking the line "Personal Leave".

2.
Approved copy should be returned to employee prior to usage of time when possible.  If use of personal leave is requested by phone, the employee shall process the leave request form the next working day following the leave usage.

B.
Persons taking personal leave shall have their leave request form signed by their supervisor prior to the leave.

C.
Days designated as holidays are not charged to personal leave regardless of the day of the week.

D.
In case of emergency situations where an employee asks for personal leave, without reasonable advance notice, the supervisor may approve, based on reasons stated by the employee and operational capacity.
VII.
LIMITATIONS TO USE PERSONAL LEAVE

A.
Personal leave may not be used to extend an employee's active pay status over forty (40) hours in a week or over eighty (80) hours in a pay period for the purpose of accruing overtime or compensatory time.

B. The employee will not be carried on the payroll for the purpose of liquidating the personal leave balance.

VIII.
CONVERSION OR CARRY FORWARD OF PERSONAL LEAVE CREDITS

An employee who is entitled to personal leave shall have the option to carry forward the allowable balance of unused personal leave credit as of December 31 of each year.

A.
The various options for conversion of personal leave are:

1.
Convert balance to sick leave;

2.
Carry balance forward

NOTE:

Balance carried forward plus new hours credited cannot exceed an employee's standard workweek (for example, 40 hours for full-time employees).

B.
Notification of the employee's desire to make one of the above options must be accomplished no later than December 15 of each year.

C.
Failure to convert your balance of personal leave will result in a loss of those hours.

IX.
IMPLEMENTATION

This policy becomes effective on the board-approved date indicated below and rescinds all previous directives and memoranda on the subject.

Board approved  
    07        23      08            
 
            
Month   Day   Year                               


CLEARWATER COUNCIL OF GOVERNMENTS
LEAVE REQUEST FORM

Date of Request  _____________________________________________
I hereby apply for _________________________________ hours

Employee













AM

Name  _____________________________________________________
leave beginning  ___________________ at ____________
PM


(Please print here and sign below)





Date


Time















AM

Component  _________________________________________________
and ending _______________________ at ____________
PM











Date


Time















AM

Distribution of forms:
White-Human Resources


I will return to work  ________________ at _____________
PM

Yellow-Business Office
Pink-Employee 





Date


Time


SICK LEAVE (Policy 92-37)
½ Hour Units

______
Illness, injury or pregnancy-related condition of the employee

______
Examination of the employee, including medical, psychological, dental or optical examination by an appropriate practitioner

______
Illness, injury or pregnancy-related condition of a member of the employee’s immediate family where the employee’s presence is reasonably necessary for the health and welfare of the employee’s affected family member

______
Examination, including medical, psychological, dental or optical examination of a member of the employee’s immediate family by appropriate practitioner where the employee’s presence is reasonably necessary

______
Death of a member of the employee’s immediate family

______
Exposure of an employee to a contagious disease which could be communicated to and jeopardize the health of other employees

______
Other – explain in “REMARKS” section


VACATION LEAVE (Policy 92-19)
1 Hour Units

______
Vacation leave request (must have 1 year service)


LEAVE WITH PAY






______
Court or Jury Duty (must attach copy of notification)

______
Personal Leave (Policy 92-35) ½ hour units


______
Compensation Time

______
Subpoena for Court (must attach copy of subpoena;

______
Over-Night Trip Time


cannot be for strictly personal matters)









______
Other – Explain in “REMARKS” section


FAMIY AND MEDICAL LEAVE (Policy  93-53)



______
Leave w/pay dates  _______________________

______
Attach Medical Doctor’s Statement



______
Leave w/o pay dates  _____________________


LEAVE OF ABSENCE

______
Disability (must attach Doctor’s statement;


______
Educational (not to exceed 2 years)


not to exceed 3 years)

______
Military






______
Other – Explain in “REMARKS” section


EMPLOYEE

REMARKS  ____________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

EMPLOYEE SIGNATURE  ________________________________________________________________________________________________


RECOMMENDED  ______
NOT RECOMMENDED  ______

APPROVED  ______
DISAPPROVED  ______

ADMIMISTRATIVE/SUPERVISORY REMARKS  _______________________________________________________________________________

______________________________________________________________________________________________________________________

Component Director  ____________________________________________
Appointing Authority  ____________________________________

Date  ________________________________________________________
Date  ________________________________________________

93-038 IBM/MLB/ADM LEAVE REQUEST
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