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9.0

LEAVE POLICIES - GENERAL PROVISIONS
9.0.1

Leave Policies
It is D19 CSB's objective to establish uniform policies by which employees are permitted to take time off from work.  The following is a list of the leave policies:

Policy 9.1
Annual Leave

Policy 9.1b
Annual Leave Buy-Back

Policy 9.2
Sick Leave

Policy 9.3
Compensatory Leave

Policy 9.4
Maternity Leave

Policy 9.5
Military Leave

Policy 9.6
Workers' Compensation Leave

Policy 9.7
Family and Medical Leave

Policy 9.8
Leave Without Pay

Policy 9.9
Civil Leave

Policy 9.10
Sick Leave Bank Policy

Policy 9.11
Educational and Religious Leave

Policy 9.12
Administrative Leave

Policy 9.13
Leave to Assist Schools

Policy 9.14
Emergency/Disaster Leave

9.0.2

Approval of Leaves
A. Agency approval is necessary for all leaves of absence.  Before taking a leave of absence from work, whether with or without pay, employees should request and receive D19 CSB's approval of the desired leave.

B. Employee requests for leave

1. Procedure for requests

a. Employees should request leaves of absence as far in advance of the desired leave as practicable.

b. Employees also should submit requests for leaves of absence in accordance with the specific requirements set forth in the respective leave policies.

c. Approved Leave Request forms must be attached to employee's timesheets for any leave taken during that pay period.

2. Special circumstances


If an employee could not have anticipated the need for a leave of absence, the employee should request approval for the leave with his/her supervisor within 60 minutes after the employee’s start time.  In reviewing the request for approval, D19 CSB will consider, among other things, the circumstances necessitating leave and whether the employee could have anticipated the need.

3. All LWOP granted under provisions of Section 9.8.1 of the policy must be approved by the Executive Director and documented within the Human Resources file.

C. Agency action on requests for leaves of absence

1. When practicable, and for as long as D19 CSB operations are not affected adversely, D19 should attempt to approve an employee's request for a leave of absence for the time requested by the employee, except that compensatory and overtime leave may be scheduled by D19 CSB at the time convenient to D19 CSB's operations.

2. If the time requested for a leave of absence conflicts with the agency operations, the agency has the discretion to approve the employee's request for an alternate time.

D. Sufficient accrued leave.

1. District 19 Community Services Board will not approve paid leaves of absence to be taken in a pay period in which an employee does not have sufficient accrued leave to cover the absence.

2. Employees and supervisors are responsible for knowing the amount of accrued leave to which they are entitled and that they have earned.  Employees will be required to reimburse D19 CSB for time taken off from work if they did not have sufficient accrued leave to cover such time off.  Reimbursement may be in the form of money or annual, sick, compensatory, or overtime leave.

3. Finance and Administration will provide division directors monthly Leave Balance Reports to be used for monitoring leave balances.

E. If agency denies request for leave of absence

1. The employee will be considered absent without proper authorization.

2. The employee will not be paid for the time away from work.

3. The employee will not accumulate annual or sick leave for the pay period(s) in which he or she was absent.

4. The employee's actions may be considered grounds for disciplinary action, including discharge.

9.0.3

Maintenance of Records Related to Leaves of Absence
A. Records subject to audit

Payment for leaves of absence is an expenditure of D19 CSB's funds and, therefore, records related to employee leaves of absence are subject to audit.

B. Requirements for records

District 19 Community Services Board must maintain accurate and up-to-date leave records in sufficient detail that they can be evaluated during an audit by D19 CSB's internal auditor, the State Internal Auditor, or the Auditor of Public Accounts.  All leave must be approved on the Leave Request form.  Employees and supervisors are responsible for attaching copy to timesheet.
C. Recording date of termination and accrued leave

1. Employee not on leave

The termination report of an active employee (employee not on leave) shall state the termination date as the last day that the employee actually worked and shall include the amounts to be paid for accrued leave.

2. Employee on leave with pay

The termination report of an employee on leave with pay shall state the termination date as the last day that the employee actually worked, except the termination date shall be stated as the last day of paid sick leave for employees who are on personal sick leave due to illness or disability or last day of paid military leave if on military leave with pay.

3. Employee on leave without pay

The termination report of an employee on leave without pay who fails to return to D19 CSB service shall state the termination date as the last day the employee actually worked.

9.0.4

Treatment of Accrued Leave on Change of Status
Upon certain changes in employment status, including an employee's termination from D19 CSB service, an employee may receive payment for all or a portion of his or her accrued annual, sick, compensatory and/ or overtime leave.  For further information regarding treatment of leave balances, see the applicable sections of those policies.  

9.0.5

Authority and Interpretation
The Executive Director is responsible for official interpretation of this policy.  Questions regarding the application of this policy should be directed to the Human Resources Director.
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9.1a

ANNUAL LEAVE
The amount of annual leave an employee can earn each month or year and the maximum amount of leave that can be accumulated depends on the number of years of continuous service the employee has, as shown in the following table:

	
	Number of hours

annual leave

earned per pay period


	Number of

hours earned

each year


	Maximum leave

hours carry-over



	Less than 5 years

5 to less than 10

10 to less than 20

 20 or more years
	4 

5 

6 

7 
	96

120

144

168
	192

240

288

336


An employee earns annual leave credits for every semi‑monthly pay period in which he/ she loses no time.  For pay periods in which there is lost time, either due to leave without pay, separation from employment, or because of docking of pay for any reason, no annual leave credit is earned.  Also, no annual leave is earned if an employee is absent from work for a period of more than 60 consecutive calendar days.  

Annual leave credits may be used at the option of the employee to provide paid absences for vacation and other personal purposes including sickness.  Use of annual leave must be approved by the employee's supervisor before the leave becomes effective.  Annual leave will be granted, as far as practicable, at the times desired by the employees but subject also to the needs of the agency and the requirements of the work unit.  For purposes of leave reporting, a full day of annual leave will be recorded as seven hours.  (The hour granted for lunch within the standard workday is not included when calculating hour of annual leave taken.)  Annual leave credits used will be recorded on the leave record to the nearest 15 minutes.

When the need for or time of an absence charged to annual leave cannot be anticipated and when conditions warrant, the supervisor may grant leave after the absence.  The employee is expected to notify the supervisor when the need for such a leave becomes apparent.  Employees who are ill during scheduled annual leave may reschedule the annual leave and charge the lost time to sick leave, provided that they bring a physician's certificate.

If an employee resigns or is removed or laid off, he/ she will be paid for his/ her accumulated annual leave not to exceed the maximum number of hours that can be carried forward at the end of the calendar year.  An employee's estate will be paid for unused leave in the event of his/ her death.  

If an employee leaves D19 CSB employment and is subsequently re‑employed by the Board in a salaried position, either full‑time or part‑time, no later than 6 calendar months following the effective date of the employee's original separation, all creditable employment before the date of separation shall be considered in determining the rate of annual leave accrual ("Rate of annual leave accrual" refers to the number of hours of annual leave earned each month.)  Employees hired directly from other Virginia Community Services Boards will be allowed to transfer up to 10 years of their service within the Virginia CSB for purposes of determining annual leave accrual rate.  Service must represent the most recent employment without any breaks in employment.

When using Emergency Family and Medical Leave, annual leave benefits continue to accrue while using earned leave credits, up to 60 consecutive calendar days.  After 60 days, annual leave benefits cease to be earned.

The date for determining maximum leave carryover limit (12/31) may be increased under exceptional circumstances by the Executive Director, if the employee in question is required to work due to special projects or staff shortages.  This extension can be granted only for a period up to three months (3/31).

Adopted by Board of Directors 10/23/03
9.1b

ANNUAL LEAVE BUY-BACK
Some employees are prevented by the demands of their jobs from using all of their leave credits.  The Leave Buy-Back provides these employees with an excellent alternative benefit.  In using this benefit, the employee may elect to receive a lump sum payment at the regular rate of pay in 7-hour increments for annual leave.  Sick leave credits may not be sold.

Leave is accrued at the following rate:

	Years of Service
	# Hours Per Pay Period
	# Hours per Year
	Maximum Carry-Over

	Less than 5 years
	4
	96
	192

	5 to less than 10 Years
	5
	120
	240

	10 to less than 20 Years
	6
	144
	288

	20 or more Years
	7
	168
	336


The maximum amount of leave that employees may accrue is reflected above.  If an employee exceeds that limit on January 1 an adjustment to the maximum carry-over will be made.  District 19 offers an optional "Leave Buy-Back" benefit.  Each October employees will be given the opportunity to "sell back" up to 35 hours of accrued annual leave.  The designated hours will be deducted from the employee's leave balance the last pay period of November and the employee will receive payments as "regular time" on the December 16 pay period.  All applicable withholdings will be applied.

Employees are reminded that leave should be saved for use in the event of illness, family emergencies or for vacation.
In order to participate in the "Leave Buy-Back" program, an employee may not have used more than thirty-five (35) sick leave hours or gone on LWOP within the 12-month period ending October 31 of each year.
Revised 12/1/05

Revised 10/23/03

9.2

SICK LEAVE
Sick leave is intended for employee illness.  It may also be used for periodic medical or dental examinations and appointments.  Employees are asked to exercise discretion in scheduling appointments in a fashion which is least disruptive to their work routine.  This may mean scheduling appointments at the start or the end of the workday or in conjunction with one's lunch time.  Should the use of sick leave for other than illness interfere with and/ or detract from a given employee's work, for example, resulting in considerable time away from work, this circumstance may be construed as unsatisfactory attendance and may become a supervisory issue.  (See Sections 7.2.B and 7.2.1)
It should be noted that earned sick leave is also granted for maternity leave, family illness, death in an employee's immediate family, and workers' compensation leave.  Policies governing these leaves are contained in this section.

When an employee is going to be out unexpectedly, he/ she must notify his/ her immediate supervisor within 60 minutes after the employee's scheduled start time for work.

Sick leave is provided at the rate of five hours per pay period (10 hours per month). Employees earn sick leave credits for every semi‑monthly pay period in which there is no lost time.  For pay periods in which an employee does lose time, either due to leave without pay or because of docking of pay for any reason, no sick leave credit is earned.  Also, no sick leave credit is earned if an employee is absent from work for a period of more than 60 consecutive calendar days.  There is no limitation on the number of sick leave days an employee can accumulate or carry over from one calendar year to the next.  For reporting purposes, a full day of sick leave will be recorded as seven hours.  (The hour granted for lunch within the standard workday is not included when calculating sick leave taken.)  Sick leave is recorded on the leave record to the nearest 15 minutes.  

If sick leave extends beyond three consecutive days, the employee will be required to provide a physician's statement specifying that absence from work was advised by the physician.

New employees or employees with little or no sick leave balance may anticipate and use, for sick leave only, up to the maximum amount of leave to be earned within that pay period (1/ 2 

month) without leave penalty provided that any time over this earned leave, is leave without pay.  If employee goes on leave without pay there will be no accrual of leave benefits for the pay period during which LWOP occurred.  (See Section 9.8.2.)  No leave can be anticipated beyond that of the current pay period.  Employees on extended sick leave are not eligible for this provision.

Paid Family Leave - In the case of short-term and or commonplace illnesses or minor injuries, which necessitates the employee being available to provide care for a family member or death in the immediate family, sick leave can be used.  Family is defined as the employee's parents, spouse, children, siblings, grandparents, in‑laws (father-in-law, mother-in-law, sister-in-law, or brother-in-law, son-in-law, daughter-in-law), or any relative living in the household of the employee.  Use of earned sick leave for this purpose may not exceed 42 hours total in a calendar year.

When using Emergency Family and Medical Leave, sick leave benefits continue to accrue while using earned leave credits, up to 60 consecutive calendar days.  After 60 days, sick leave benefits cease to be earned.

9.3

COMPENSATORY LEAVE
Compensatory leave may be granted to those employees who have accumulated such leave in performing their job responsibilities.  Section 5.7.5, "Compensatory Time (Accrual)", contains guidelines about how compensatory time may be earned.  

Compensatory leave will not be granted unless such leave has been previously accumulated.  Earned compensatory leave must be used within six months.  Whenever an employee takes leave (other than sick leave), such leave shall first be charged against accumulated compensatory leave, then against annual leave.  Compensatory leave may be taken with the employee's immediate supervisor's authorization unless the employee's absence will seriously cause conflict or disruption within the scope of that employee's duties or obligations during the time that leave would be taken.  The employee is responsible for all work or appointments postponed because of his/ her taking leave.   

Terminating employees will receive compensation for authorized and unused compensatory leave balances at the regular pay rate received by the employee.

9.4

MATERNITY LEAVE
Absences due to pregnancy, childbirth, and recovery therefrom, regardless of marital status, shall be charged to earned sick leave credits and/ or earned annual leave and compensatory leave credits if the employee so requests.  If the employee chooses to use earned leave credits, she must certify to employer an intent to return to work.  Sick leave credits may be used for only those days that the employee's physician certifies as medically disabling.  

After using sick leave credits and all annual leave and compensatory leave credits, additional time off shall be charged to leave without pay.  Annual and sick leave benefits continue to accrue while using earned leave credits, up to 60 consecutive calendar days.  After 60 days, sick leave and annual leave benefits cease to be earned.  Annual and sick leave benefits may not be accrued while on leave without pay.

For planning purposes, the employee must furnish her immediate supervisor with a physician's statement certifying estimated delivery date at least 60 days prior to estimated delivery date.  The supervisor is responsible for notifying the appropriate Director regarding the impending absence and forwarding the physician's statement to the Human Resources Office for inclusion in the employee's personnel record.  The physician's statement will be placed in a sealed envelope before being placed in the employee's personnel record.

Employees taking maternity leave while on unpaid leave will continue to receive health benefits under the same terms and conditions as when they were on the job as stipulated by Family and Medical Leave Act (FMLA).  Additionally, while on unpaid leave, VRS life insurance premiums will be paid for eligible employees; however, contributions to VRS retirement will cease.

9.5

MILITARY LEAVE
9.5.1

Reserve, National Guard, or Naval Militia Duty
The employee who is absent for annual active duty for training as a member of the reserve components of the U.S. Army, Navy, Air Force, Marine Corps, Coast Guard, Public Health Service, or U.S. Coast and Geodetic Survey is entitled to leave of absence not to exceed 120 hours per year.  A copy of the official orders for duty must accompany the request for leave.  Employees who request leave for reserve training must use earned compensatory leave and then annual leave credits to draw pay for the leave of absence.  If these credits are not available or are exhausted during the absence, the employee enters leave without pay status.

The employee who is absent from work for duty with the National Guard or Naval Militia under orders of the Governor during emergencies, pursuant to '44‑75 of the Code of Virginia, is entitled to leave of absence with full pay not to exceed 120 hours per year.

9.5.2

Selective Service Examination
The employee who is ordered to report for a Selective Service physical examination is entitled to leave with full pay not to exceed eight hours.

9.5.3

Active Duty
The employee involuntarily entering extended active duty in the armed forces of the United States is entitled to military leave without pay, and to reinstatement to his/ her position or comparable position upon return from active duty, unless the position has been abolished during the employee's absence or a comparable position is not vacant.  This entitlement shall extend only to such employees who:

A.
have occupied regular positions prior to entering active military duty; 

B.
serve not more that five years on active military duty;

C.
have a certificate attesting that the military duty was completed, and present a copy of discharge documents; and

D.
apply for reinstatement within five days following separation from active military duty.

9.6

WORKERS' COMPENSATION LEAVE
Each employee is covered by Workers' Compensation Insurance for work related injury/ illness.  Every work-related injury or illness, whether or not requiring medical attention, must be reported immediately to the supervisor and within 24 hours of the time of injury or when symptoms were noticed, to the Human Resources Director.  Policy 8.6, "Virginia Workers' Compensation", contains policy covering Workers' Compensation.

Workers' Compensation Leave with pay shall be provided in such instances as upheld by the workers' compensation insurer and in accordance with the Workers' Compensation Act and shall be treated as a separate leave.  

During the first seven calendar days of necessary absence, leave with full pay will be allowed.  Following this period, for not longer than 85 additional calendar days of necessary absence at a minimum, the employee will be allowed leave with partial pay at the difference between compensation allowed under the Workers' Compensation Act and the full salary otherwise payable.  For those employees who have earned compensatory leave and sick leave credits, these credits will be used to pay the difference between the partial pay granted when under workers' compensation and an employee's full salary.  Once these credits have been exhausted the employee has the option of using earned annual leave.  For the period of time that an employee is on workers' compensation leave in combination with some other earned leave, he/ she will continue to accrue leave credits for a period of 60 days and receive benefits accordingly.  The Executive Director must approve any extended leave without pay which occurs under the workers' compensation leave policy.

The employee is required to stipulate any work hours taken under Workers' Compensation on their timesheet.

Revised 4/01/10
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9.7

FAMILY AND MEDICAL LEAVE
9.7.1

When Family and Medical Leave Allowed.
A. Time frames for use of FMLA

Eligible full-time employees may take up to 12 workweeks of family and medical leave (FMLA) within any 12-month time period.  The twelve-month period is a “rolling” twelve-month period measured backward from the date an employee uses any leave.  An employee’s FMLA balance is equal to 12 weeks minus FMLA time taken during the immediately preceding 12 months.  The time missed from work due to FMLA cannot exceed 12 weeks in any 12-month period.
B. FMLA for full-time employees

Eligible employees may take up to 12 weeks of Family and Medical Leave within any 12-month period for the following reasons: 
1. the birth of a child (to be taken within 12 months of the child's birth);

2. the placement of a child with the employee for adoption or foster care (to be taken within 12 months of date of placement);

3. in order to care for a child, a dependent son or daughter over 18 years of age who is incapable of self-care because of a mental or physical disability, a spouse, or a parent who has a serious health condition that involves: 

a. in-patient care in hospital, hospice, or residential medical care facility; or

b. continuing treatment by a health care provider which leads to a more than three consecutive day period of incapacity.

4. because of a serious personal health condition that renders the employee unable to perform the functions of his or her position.  District 19 Community Services Board may request certification that the employee is unable to work at all or is unable to perform any of the essential functions of the employee's position within the meaning of the Americans with Disabilities Act.

5. A qualifying exigency that occurs while the employee’s spouse, child, or parent is on active duty or called to active duty status in the National Guard or Reserves.  Time taken to care for a covered service member injured in the line of duty may qualify for FMLA under the Military Caregiver Leave section of this policy.

C. FMLA for eligible part-time salaried employees

Eligible part-time salaried employees may take up to 12 weeks of family and medical leave within any 12-month period for the reasons listed in Section 9.7.1, paragraph "B" above.  Actual hours taken will be counted on a prorated basis corresponding to the percentage of hours they normally are scheduled to work during any 12-month period.
Example:  A part-time employee works 25 hours per week year-round.  During any 12-week period, she works a total of 300 hours.  Therefore, if intermittent leave is taken, she may take up to 300 hours of family and medical leave within any 12-month period.
D. FMLA for eligible hourly employees

Eligible hourly employees may take up to 12 weeks of family and medical leave within any 12-month period for the reasons listed in Section 9.7.1, paragraph "B" above.  Actual hours taken will be counted on a pro-rated basis corresponding to the percentage of hours they normally are scheduled to work during the 365-day period prior to the date family and medical leave is scheduled to begin.

E. Military Caregiver Leave

FMLA provides up to 26 weeks of leave in a single 12-month period to an employee who is the spouse, son, daughter, parent, or next of kin of a covered service member.  A covered service member is a current member of the Armed Forces, including a member of the National Guard or Reserves, who has a serious injury or illness incurred in the line of duty and is undergoing medical treatment, recuperation, or therapy; or is otherwise in outpatient status; or is on the temporary disability retired list.

For purposes of Military Caregiver Leave, a “single 12-month period” is defined as a rolling year beginning with the first day of the leave.  An eligible employee is entitled to a combined total of 26 weeks of Military Caregiver Leave and leave for any other FMLA qualifying reason in a single 12-month period, provided that the employee may not take more than 12 weeks of leave for any other FMLA qualifying reason during this period.  For example, in a single 12-month period, an employee could take 12 weeks of FMLA to care for a newborn child and 14 weeks of Military Caregiver Leave, but could not take 16 weeks of leave to care for a newborn child and 10 weeks of Military Caregiver Leave.

It is the employee’s responsibility to provide complete, sufficient, and timely certification when requesting leave.

9.7.2
Restricted Use of Family and Medical Leave
Family and medical leave may not be used for short-term conditions for which treatment and recovery are brief, such as minor illnesses and out-patient surgical procedures with expected brief recuperating periods.  It does not provide for the intermittent care of a child for such commonplace illnesses as colds and flu.

9.7.3
Paid Leave
A. Employees have the option of using paid leave, as appropriate under each particular leave policy, for absences covered under family and medical leave.  District 19 Community Services Board may designate such leave as family and medical leave, if it meets the conditions of Section 9.7.1, paragraphs "A" and "B" above.

NOTE:  Other leave policies have not changed as a result of implementing this policy.  For example, employees still are entitled to use only up to six days of sick leave for short-term family illnesses in a calendar year.  (See Policy 9.2, "Sick Leave".)

B. Leave without pay will be available after all balances of applicable leave with pay have been used with the following exception.  An employee who must be on extended family or medical leave may elect to reserve up to 24 hours of sick leave for use when they return to work.  The employee must notify the Human Resources Office in writing at least 10 days before their sick leave would have been exhausted if they choose this option.

9.7.4
Intermittent Leave or Leave on Reduced Schedule
Employees may take intermittent leave or work a reduced schedule, not to exceed 60 days or 480 hours for full-time employees, as follows:

A. When medically necessary because of an eligible employee's own serious health condition or the serious health condition of a child, spouse or parent, an employee may take family or medical leave on an intermittent leave basis or a reduced schedule as indicated below.

1. intermittent leave schedule - a leave schedule permitting the employee to take leave periodically for a few hours a day (less than seven hours), or for a few days, on an as-needed basis.

NOTE:  Employees will be required to provide medical certification that intermittent leave is necessary.

2. reduced schedule - a leave schedule permitting the employee to reduce his or her usual number of hours worked per workweek or per work day.

B. Employees who must take intermittent leave or work a reduced schedule may either use their available paid leave balances as permitted by each specific leave policy or take unpaid family and medical leave.

C. Employees do not accrue annual and sick leave when they are on leave without pay status during family and medical leave.

D. When an employee takes leave to care for a newborn child, or because of the placement of a son or daughter with him or her for adoption or foster care, the employee may take leave intermittently or on a reduced schedule, if agency management agrees on such an arrangement beforehand.
E. When the conditions noted in Section 9.7.4, paragraph "A" above are applicable, the agency can temporarily transfer the employee to another position that better accommodates the intermittent leave or reduced schedule as long as the new position carries equivalent pay and benefits.

9.7.5

Family and Medical Leave Notification/ Scheduling
A. Employee responsibility:  An employee should submit a written request for family and medical leave to their supervisor with a copy to the Human Resources Office at least 30 days before the anticipated beginning of the family and medical leave, unless emergencies or unforeseen events preclude such advance notice.

B. Agency actions

1. The agency must grant an eligible employee's request to take up to 12 workweeks of family leave during a rolling 12-month period measured backward from the date an employee uses any FMLA leave for the reasons stated in Section 9.7.1, paragraph "B" above.

2. The agency will require certification for leave that is requested for an employee's serious health condition or for his or her family member's serious health condition before granting family and medical leave.

3. The agency must notify key employees before they begin family and medical leave that they may be denied restoration to their positions as discussed in Section 9.7.7, paragraph "B" below.

4. The agency must assess if absence meets requirements to be taken as FMLA.  If criteria are met, agency must notify employee in writing that any leave (paid or unpaid) taken associated with event will count toward the 12-week FMLA annual entitlement.

9.7.6

Certification of Need for Leave
A. The agency will require that a request for family and medical leave be supported by a health care provider's certification of the medical condition of the person affected to include the date when the serious condition began, the probable duration of the condition, and other appropriate facts as detailed below.

1. A family illness request requires a statement that the employee is needed to care for a child, spouse or parent, and must include the estimated time needed.

2. A personal illness request requires a statement that the employee is unable to perform the essential functions of his or her job as defined by the Americans with Disabilities Act.

3. An intermittent leave or reduced schedule request necessitated by planned medical treatment must include the expected treatment dates and duration of treatment.

4. An intermittent leave or reduced schedule request necessitated by an employee's own health condition must include a statement of the medical necessity for the leave and the expected duration.

5. An intermittent leave or reduced schedule requested for the care of an employee's family member requires a statement that the employee's leave is "needed to care for" the family member, the expected duration, and the schedule of intermittent leave or reduced leave.  The term of "needed to care for" includes:

a. the medical certification provisions encompassing both physical and psychological care and it includes situations where, for example, because of a serious health condition, the family member is unable to care for his or her own basic medical, hygienic, or nutritional needs or safety, or is unable to transport himself or herself to the doctor, etc.  The term also includes providing psychological comfort and reassurance which would be beneficial to a seriously ill child or parent receiving inpatient care;  

b. situations where the employee may be needed to fill in for others who are caring for the family member, or to make arrangements for changes in care, such as transfer to a nursing home; and

c. an employee's intermittent leave or a reduced schedule necessary to care for a family member includes not only a situation where the family member's condition itself is intermittent, but also where the employee is only needed intermittently, such as where other care is normally available, or care responsibilities are shared with another member of the family or a third party.

NOTE:  When possible, the employee should provide certification in advance of, or at the commencement of, the requested leave.  When that is not possible, certification must be provided reasonably soon after the leave begins.

B. Second and third opinions

1. District 19 Community Services Board may require, at their own expense, a second opinion from their designated or approved health care providers.  (This health care provider cannot be one who is employed by the agency on a regular basis.)

2. When the second opinion differs from the first, D19 CSB may, at their own expense, require a third opinion from a health care provider designated or approved jointly by the employee and the agency.  The opinion of the third health care provider shall be considered final and binding upon the employer and the employee.

C. District 19 Community Services Board will require an employee to report periodically during the leave period on his or her leave status and intention to return to work, and to provide subsequent re-certifications on a reasonable basis.

NOTE:  Requests for re-certification every four to six weeks are considered reasonable.

9.7.7

Restoration to Position
A. At the end of family and medical leave, employees normally are to be reinstated as follows:

1. Original position - District 19 Community Services Board normally must restore employees to the positions they had (or to equivalent positions) when the leave began unless they held key positions (as defined in Section 9.7.7, paragraph "B" below) which needed to be filled during their absences.

2. Equivalent position - if previous positions have been filled, employees are entitled to restoration to equivalent positions.

a. standard of equivalence:  requires comparability and correspondence to duties, terms, conditions, and privileges of the employee's previous position.

b. conditions upon restoration of job position:  District 19 Community Services Board can require their employees to report periodically on their status and intent to return to work, and can require certification from health care providers that employees are able to return to work.  

B. If an employee's position is determined to be key within the highest paid 10% of the agency's employees), he or she may be denied restoration when:

1. District 19 Community Services Board shows that denying restoration "is necessary to prevent substantial and grievous economic injury" to the Board's operation.

2. District 19 Community Services Board notifies the employee that restoration will be denied at the time the Board determines that grievous economic injury would occur; and

3. the employee already has begun the leave and elects not to return to employment within a reasonable time after receiving the Board's notice.

9.7.8

Status of Benefits During Family and Medical Leave

A. District 19 Community Services Board will continue to contribute to the health insurance premiums of salaried employees who are on leave under the Family and Medical Leave Act as discussed below.

1. When employees are using paid annual or sick leave under the provisions of FMLA, the payroll deductions of their portions of the premiums continue.

2. When employees are on leave without pay under the provisions of FMLA, their premium contributions will be handled as if they were on leave without pay.

B. Employees who are on leave under FMLA will pay the same portion of their health insurance premiums as they would if they were not on leave.

1. Premiums are due to D19 CSB payroll by the 25th day of the month prior to the month of coverage.

2. If employees fail to make premium payments, D19 CSB will follow the same procedures to terminate coverage as they would if employees failed to pay premiums while on leave without pay.

3. If employees fail to return to work at the end of leave under FMLA, D19 CSB will recover from them the Board's share of premiums paid during the period of leave.  However, there will be no recovery of premiums if employees fail to return to work as a result of:

a. the onset, recurrence, or continuation of serious health conditions that entitles them to leave to care for themselves or for a family member; or

b. other circumstances beyond the employee's control.

EXAMPLES:

-
If an employee fails to return to work secondary to a disabling condition, D19 CSB will not seek reimbursement for the Board's contributions for health insurance coverage during the period of leave.

-
If an employee fails to return to work at the end of FMLA leave because of his or her acceptance of other employment, the Board should seek to recover the Board's contributions for health insurance coverage during the period of leave.

C. Life insurance - District 19 Community Services Board will continue to pay life insurance premiums while employees are on family and medical leave.

D. Leave accrual - employees will not accrue annual or sick leave hours during any period of leave without pay, or during a period of absence after 60 consecutive workdays of leave with pay.

E. Retirement

1. Retirement contributions (including the component to fund the health credit) will be made for any pay period in which qualifying compensation has been received by the employee.

2. Retirement contributions will not be made for any pay period in which no qualifying compensation has been received by the employee (i.e., the employee was on leave without pay for the entire pay period).

F. Other

1. Service credit toward sick leave payout - employees' periods of unpaid family and medical leave exceeding 14 consecutive calendar days are not credited as service time toward the required five years of continuous D19 CSB service which employees must have in order to receive payment for sick leave balances when they separate from Board employment.

2. Evaluation review date will continue to be in November.  A notation will be made on evaluation of FMLA leave.

9.7.9

Management of FMLA Records
A. District 19 Community Services Board Human Resource Office must make, keep and preserve records pertaining to their obligations under FMLA.

B. Records must be kept for at least three years.

C. Required records must include the information listed below:

1. Basic payroll and identifying employee data, including:  name, address, and occupation; rate or basis of pay and terms of compensation; daily and weekly hours worked per pay period; additions to or deductions from wages; and total compensation paid.

2. Leave designated as FMLA leave, both paid and unpaid, and the dates employees took it.  (If FMLA leave is taken in increments of less than a day, the hours must be noted.)

3. Copies of employees' notices of leave furnished to D19 CSB.

4. Any documents (including written and electronic records) describing employee benefits or D19 CSB policies and practices regarding the taking of paid and unpaid leaves.

5. Records of premium payments.

6. Records of any dispute between D19 CSB and an employee regarding designation of leave as FMLA leave, including any written statement from the Board or employee of the reasons for the designation and for the disagreement.

D. Records and documents relating to medical certifications, re-certifications or medical histories of employees or employees' family members are to be maintained in separate files/ records and treated as confidential medical records except:

1. supervisors and managers may be informed regarding necessary restrictions on work duties and necessary accommodations;

2. first aid and safety personnel may be informed (when appropriate) if the employee's physical or medical condition might require emergency treatment; and

3. government officials investigating compliance with FMLA (or other pertinent law) shall be provide relevant information upon request.

9.7.10

Authority and Interpretation
A. This policy is not intended to outline all the provisions of the Family and Medical Leave Act.  Accordingly, the provisions of the Act will prevail if there is disagreement.

B. The Executive Director is responsible for official interpretation of this policy as chief human resources officer.  Questions regarding application of this policy should be directed to the Human Resources Director. 

Revised 10/23/03

9.8

LEAVE WITHOUT PAY

9.8.1
Allowable Conditions
The following conditions are allowable for Leave Without Pay (LWOP):

A. Absence due to work related injury

B. Absence covered under the Family Medical Leave Act

C. Pre-authorized in Offer Letter

D. Probationary Employee

E. Absence related to Military Leave (See Section 9.5.)

9.8.2
Allowable Occurrence
Employees will be allowed to take leave without pay for up to two (2) LWOP occurrences within a five-year period.  An occurrence is defined as going on LWOP for any amount of time.  Leave Without Pay will not be granted in excess of ten (10) consecutive days per occurrence unless allowed under Section 9.8.1.
In the event that an employee exceeds these guidelines, their employment will be terminated. 
9.8.3
Accrual of Leave Benefits

An employee will not accumulate any leave while on leave without pay.
9.8.4
Authority and Interpretation
The Executive Director, as chief Personnel Officer, is responsible for official interpretation of this policy.  Questions regarding application of this policy should be directed to the Human Resources Director.  

9.9

CIVIL LEAVE
In fulfillment of one's civic duty, employees are urged to serve on juries when summoned.  The employee must report the summons to his/ her immediate supervisor as soon as it is received and evidence of civil duty pay must be submitted to document the number of hours that are charged to civil leave.  The employee will be paid their regular pay provided they turn over their jury pay to D19 CSB; otherwise, annual leave must be taken.

Revised 9/24/98
9.10

SICK LEAVE BANK POLICY
9.10.1

Sick Leave Bank
District 19 Community Services Board shall maintain a sick leave bank for full-time employees who have prolonged, catastrophic or long-term illness or injury and who have exhausted their own sick leave as long as one-third of the eligible members participate in the sick leave bank.  The sick leave bank will be administered by the Human Resources Office in cooperation with the Review Committee. The Review Committee shall accept applications thru the immediate supervisor and/or Human Resources Director and be responsible for approving applications.  In analyzing applications, the Review Committee may take into consideration the employee's attendance history to ensure that sick leave has not been abused prior to this current need.  The "Review Committee" will be established consisting of Executive Director, Supervisor/Manager, Human Resources Director and Disability/ Division Director.  Final action must be completed within ten days after receipt of certification from doctor by the Review Committee.

9.10.2

Eligibility
A. Membership in the sick leave bank shall be voluntary and open to all eligible employees.  

B. Each full-time salaried employee who accumulates sick leave and has been an employed for at least six months is eligible for membership and may become a member by donating 14 hours of sick leave upon joining and up to 14 hours per year thereafter whenever an assessment is required.

9.10.3

Enrollment
A. An employee may enroll within the first 30 calendar days after completion of 6 months of employment by completing the "Sick Leave Bank Card" (ADMINPERS #21).  An employee who does not enroll when first eligible may do so at any subsequent open enrollment period. An employee must be enrolled in the plan for three months prior to becoming eligible to utilize the benefits of the sick leave bank.

B. Membership in the bank shall be continuous unless the employee informs the sick leave bank administrator in writing prior to July 15 of his/her intent to withdraw from participation in the bank.

9.10.4

Application
A. A member must make application for use of the sick leave bank entitlement within 10 working days before using all accrued sick leave  Their application will be kept confidential.  In the event the employee is incapacitated, a family member, significant other, or agency member may make the request in their behalf.

B. The first 30 consecutive days of illness or injury will not be covered by the sick leave bank but must be covered by the employee's own accumulated sick or annual or compensatory leave or leave without pay.  The Review Committee may grant up to 30 days per application per calendar year for any employee for the first three years of sick leave bank membership.  A person's maximum usage may not exceed 90 days within a five-year period.

C. A member of the bank will not be able to utilize sick leave bank benefits until his/ her own sick leave is depleted.  Applications must be submitted within 10 working days before all accrued sick leave has been exhausted.  Members utilizing days from the bank will not have to replace these days, except as a regular contributing member.

D. Days drawn from the bank for any one period of eligibility must be consecutive.

E. A doctor's certificate is required before a sick leave bank member can use his/ her leave bank entitlement.  This statement is to be submitted in writing to the Human Resources Office in advance of the absence for which the days are to be granted.  A new doctor's note must be received by Human Resources before additional days can be approved by the Review Committee. Intermittent Leave may be approved pursuant to doctor certification by the Review Committee.  The doctor's certificate may be challenged by a second opinion at the cost of D19 CSB.  Requests cannot be made retroactively.

F. Decision of the Review Committee with regard to application is final.

9.10.5

Assessment
A. Participants in the sick leave bank will be assessed up to 14 hours of additional sick leave at such times as the bank is depleted to 60 days.  Notification, in advance, of such assessment shall be sent to each member at the time it is determined to be necessary.  Any participant may withdraw from the sick leave bank by notifying the Human Resources Department in writing.

B. A member who has no sick leave to contribute at the time of assessment shall be assessed no more than 14 hours from the first sick leave hours subsequently accumulated.
9.10.6

Termination
A. Upon termination of employment or withdrawal of membership, a participant will not be permitted to withdraw or be paid for his/ her contributed day(s).

B. Any sick leave bank days not used at the end of one fiscal year carry over to the next fiscal year.  An annual audit shall be made by the committee and they may assess members up to the maximum of 14 hours per fiscal year.  Members should be notified in writing of the results of the audit.

C. In the event it is necessary to discontinue the sick leave bank program, days remaining in the bank will be equally distributed back to those employees enrolled at the time of bank termination.

9.10.7

Exclusions
The following exclusions would disallow an employee's request for sick leave bank days:

A. An employee receiving compensation from workers' compensation days or any insurance that reimburses the employee for their absence from work.

B. When illness or injury occurs while the employee is on disciplinary suspension.

C. The sick leave bank cannot be used for family care.

D. In general, sick leave bank days will not be granted for pregnancies since this condition is not usually considered in the category of catastrophic illness.  However, the sick leave committee will accept applications for consideration in situations where complications occur.

E. When an employee receives their illness or injury during, or as a result of, committing a felony.

F. Sick leave bank days will not replace paid sick days used previously.  In addition, days from the sick leave bank will not be granted to provide days for undesignated use at some point in the future.

If an employee is found to have cheated the sick bank through fraud or not reporting the above exclusions, they will be responsible to pay back the bank either through direct financial payment or pay back days with accumulated sick and/or annual leave.

Revised 10/23/03

9.11

EDUCATIONAL, TRAINING AND RELIGIOUS LEAVE
9.11.1

Educational and Training Leave
District 19 CSB will provide paid leave for approved courses, conferences and workshops in accordance with established policy (See Section 13.1.)

Requests for paid leave to improve job-related knowledge or skills are considered on an individual basis; benefit to the organization is a determining factor.  Educational leave requires completion of the applicable form, to include course description from catalog or conference description, management review, consisting of signatory authorizations by the immediate supervisor, disability/ division director, Human Resources Director, Finance Director and the approval of the Executive Director.  A maximum of 35 hours per staff person per calendar year may be granted, subject to program requirements.  Documentation will be required which verifies that the course is not offered after normal work hours or on weekends.  

Required attendance at regional, state association conferences and in-house trainings are not included in arriving at the maximum number of hours allowed per calendar year.

Supervisors are responsible for ensuring timesheets reflect proper Leave Code to account for their staff person's annual usage of the 35 hours allowed for Educational Leave.  Approval of leave is contingent upon availability of resources within the budget and shall not be deemed to be an entitlement to the employee.
9.11.2

Religious Leave
District 19 Community Services Board, in accordance with Title VII of the 1964 Civil Rights Act and the guidelines set forth by the EEO Commission, makes reasonable accommodation to the religious needs of its employees.

9.12

ADMINISTRATIVE LEAVE
9.12.1

Employees to Whom Policy Applies
This policy applies to positions covered under the Virginia Personnel Act to include full-time and part-time regular, restricted, and "643" employees.  (See Policy 5.2, Employment Status)

9.12.2

Use of Administrative Leave
It is D19 CSB's objective to provide regular (full-time) salaried employees with paid leave to appear in court or related proceedings, to serve on state councils and other bodies, to resolve work-related conflicts, to participate in the resolution of complaints of employment discrimination and to attend administrative hearings.

A. Administrative leave provides paid leave to:

1. serve on a jury, or to appear as a witness in a court proceeding or deposition, as compelled by a subpoena or summons;

2. participate in resolution of work-related conflicts;

3. participate in resolution of complaints of employment discrimination;

4. attend work-related administrative hearings; and

5. serve on councils, commissions, boards or committees of the Commonwealth (see Section 9.12.6, Service on State Councils, Commissions, Boards and Committees).

B. Administrative leave is not available for employees to appear in criminal proceedings, including depositions, in which the employee is a criminal defendant.

C. Employees should request administrative leave from their supervisors as far in advance of the leave as practicable and in compliance with D19 CSB's policies.  Administrative leave must be recorded as such on the employee's time sheet.

9.12.3

Court Appearances
A. Compensable time spent in court appearances:

1. Employees may charge to administrative leave only the time away from work that is necessary to appear at a court proceeding, to give a deposition, or to serve as a juror.  Employees' appearance at any of these events must be compelled by subpoena or summons.

2. Reasonable travel time is included in the actual time away from work that may be charged to administrative leave.

3. Employees who regularly work the evening or night shift should be rescheduled, whenever possible, to work the day shift during the periods when they are required to appear in court proceedings.

B. Verification of court appearances

1. District 19 Community Services Board may require employees to provide documentation of the actual time required for court duties.

2. Employees are responsible for obtaining verification of their appearances at court proceedings from the appropriate court personnel, in accordance with D19 CSB's practices.

C. Compensation for court appearances

1. Compensation paid by a court to an individual under subpoena or summons may consist of:

a. compensation for appearance as a juror or witness; and

b. reimbursement of daily expenses, such as out-of-pocket expenses for meals, mileage, parking, and other related expenses.

2. Reimbursement for services

a. Except as provided in Section 9.12.3, paragraph "C.3."  below, to charge absences from work to administrative leave, employees must submit to D19 CSB any reimbursements for services received from the courts within a reasonable period of time following the court appearance.

b. Failure to submit reimbursement for services to D19 CSB will result in the absence being charged to accrued leave or leave without pay if the employee does not have adequate accrued leave.

3. Retention of reimbursement for services

a. Employees who wish to retain reimbursement for services must charge their absence to annual, compensatory or overtime leave, or, if no leave balances are available, to leave without pay.

b. Employees assigned to the evening or night shift, who cannot be rescheduled to the day shift, may retain reimbursement for services in addition to pay for their scheduled shift if the entire shift is worked.  If court is held during a portion of the employee's shift, the employee must charge the time absent from work to annual, compensatory or overtime leave, or to leave without pay, in order to retain the reimbursement for services.

4. Retention of reimbursement for expenses

a. Employees may keep reimbursement for expenses.

b. Employees who serve as Virginia circuit court jurors may retain fees given by the court as those fees are considered as reimbursement of expenses.

D. Time not charged to administrative leave

Time spent in court by the following categories of employees is considered work time and does not have to be charged to administrative leave:

1. law enforcement officers;

2. employees attending court as part of their job duties;

3. employees who are under subpoena to appear as expert witnesses by virtue of their positions with D19 CSB; and

4. employees who are called by the courts as expert witnesses.

9.12.4

Resolution of Work-Related Conflicts
Grievances under the Grievance Procedure for D19 CSB Employees

Employees who are grievants, witnesses, or panel members in a grievance initiated under the D19 CSB's Grievance Procedure will be granted reasonable amounts of administrative leave, including allowances for travel time, to participate in grievance proceedings.

A. Administrative leave will be granted for grievants and witnesses to attend management step meetings, to attend panel hearings, and to attend court hearings related to the grievance.

B. Administrative leave will be granted for panel members to attend panel hearings.

C. Employees who are regularly scheduled to work the evening or night shift should be rescheduled, whenever possible, to work the day shift when requested to appear as a witness at a management step meeting, panel hearing, or court hearing.

9.12.5

Unemployment Compensation and Workers' Compensation Hearings
A. Administrative leave will be granted for the attendance of claimants and witnesses who are complying with an official notice of an unemployment compensation or workers' compensation hearing.

B. Employees whose job responsibilities include attendance at unemployment and workers' compensation hearings will have time spent at such hearings included in their hours worked.

9.12.6
Service on State Councils, Commissions, Boards and Committees
A. Responsibilities to State councils, etc.

Administrative leave will be granted for employees to fulfill their responsibilities as members of councils, commissions, boards and committees established by the General Assembly (as listed in Title 2.2 of the Code of Virginia), or other bodies established by the Governor.

B. Non-exempt employees

Those employees subject to the provisions of the Fair Labor Standards Act (i.e., non-exempt employees) who are required to attend such meetings will have the time considered as hours worked.

C. Fees for service on councils, commissions, boards, etc.

1. Employees may not accept fees for serving on state councils, commissions, boards, etc., unless provided otherwise by law.

2. Employees may retain reimbursements for expenses incurred in serving on state councils, commissions, boards, etc., provided they are not reimbursed for the same expenses by D19 CSB.

9.12.7

Authority and Interpretation

The Executive Director is responsible for official interpretation of this policy.  Questions regarding the application of this policy should be directed to the Human Resources Director.

9.13

LEAVE TO ASSIST SCHOOLS
9.13.1

Purpose of Leave to Assist Schools
It is D19 CSB's objective to provide regular (full-time) salaried employees with paid leave from work to participate in school activities in order to promote employee's involvement in the education of Virginia's youth, and to promote employees' assistance to schools.

A. Employees with children may be granted paid leave under this policy to:

1. meet with a teacher or administrator of any public or private preschool, elementary school, middle school, or high school concerning their children, step-children, or any children for whom the employee has custody, or

2. attend any school function in which such children are participating.

B. Employees with or without children may be granted paid leave under this policy to perform any volunteer work to assist any public preschool, elementary school, middle school, or high school, where such work has been approved by any teacher or school administrator.

C. Preschool program is defined as any early-childhood program that serves children for more than nine hours per week, at any time from their birth until their eligibility to enter elementary school.  While a preschool program may be home-based, like all other such programs, it must be registered, licensed or certified (i.e., regulated) by the Virginia Department of Social Services.

9.13.2

Amount of Leave
A. Full-time salaried employees will be provided up to eight hours of paid leave per calendar year.

B. Leave to assist schools will be credited to current employees on January 1 of each year, and all new employees will be credited with this leave immediately upon their employment.

C. Paid leave to assist schools is in addition to other paid leave, such as annual leave, provided to employees.

9.13.3

Duration of Leave to Assist Schools
A. Calendar year and carry over

Leave not taken under this policy in a calendar year will be forfeited; thus, it will not be carried over into the next calendar year.

B. No payment upon leaving D19 CSB employment.

There will be no payment for unused leave to assist schools upon employees' leaving D19 CSB service.

9.13.4

Approval of Leave
A. Approval from supervisor

Employees must receive approval from their supervisors regarding the scheduling of leave to assist schools.  Supervisors may require written verification from a teacher or school administrator to document use of this leave.

B. Scheduling of leave

District 19 Community Services Board will attempt to approve leave at the time requested by employees, but have discretion to approve leave for a different time if required by D19 CSB's needs.  Leave taken to assist schools must be recorded as such on the employee time sheet.

9.13.5

Authority and Interpretation
The Executive Director is responsible for official interpretation of this policy.  Questions regarding the application of this policy should be directed to the Human Resources Director.
Effective 9/22/05
9.14

EMERGENCY/DISASTER LEAVE
9.14.1

Purpose.
District 19 may grant up to ten work days of paid leave annually to qualifying employees who volunteer to provide specific kinds of emergency services during defined times of state and/or national disaster.  This policy also permits D19 CSB to grant up to five days of paid leave annually to employees who are victims of disasters that meet the criteria specified in this policy.  Services must be provided through the American Red Cross.

9.14.2

Definitions.
A. Emergency Services – The preparation for and carrying out of functions to prevent, minimize and repair injury and damage resulting from natural or man-made disasters.  These include fire-fighting services, police services, medical and health services, rescue, engineering, warning services, communications, radiological, chemical and other special weapons defense, evacuation of persons from stricken areas, emergency welfare services, emergency welfare services, emergency transportation, emergency resource management, existing or properly assigned functions of plant protection, temporary restoration of public utility services, and other functions related to civilian protection.  See Code of Virginia, § 44-146.16.  Employees activated under military orders, whether by state or federal authorities, are not covered by this policy.  See Section 9.5, "Military Leave."

B. Major Disaster – An official status declared by the President of the United States when he deems that federal assistance is needed under the Strafford Act (P.L. 93-288 as amended) to supplement state, local, and other resources to deal with the effects of a variety of natural or man-made catastrophic events.

C. Man-made Disaster – An event caused by the action of one or more persons that imperils life and property and produces danger or the imminent threat of danger through exposure to biological, chemical, or radiological hazards, as defined in the Code of Virginia, § 44-146.16.  Examples include large spills resulting from transportation or industrial accidents, and effects of terrorist acts.  Some man-made disasters may also be called technological disasters.

D. Natural Disaster – An event of nature that causes extensive and/or severe threat to or destruction of life and/or property, as defined in the Code of Virginia, § 44-146.16.  Typically, such situations are the result of wind, earthquake, blizzard, ice storm, widespread fire, or flood.

E. Primary Personal Residence – The home or apartment in which the employee resides most of the time.  This does not include vacation or second homes, nor property owned but not occupied by the employee.  Normally, this location will bear the employee's official address as recorded by the city or county where the dwelling is located.

F. Specialized Skills or Training – Specific, definable skills or training that enables an individual to provide certain identified services needed during periods of state or national emergency or disaster.  These skills and training may or may not be related to the qualifications used in the employee's state job.
G. State of Emergency – The status declared by the Governor of Virginia (see Code of Virginia, § 44-146.17) or of another state for conditions of sufficient severity and magnitude that assistance is needed to supplement the efforts of localities and other relief organizations.
9.14.3

Pay During Emergency/Disaster Leave.
A. An employee shall continue to receive his or her normal salary for up to ten days while using approved Emergency/Disaster leave under this policy if serving as a volunteer.  Employees who are victims of disasters as outlined in this policy can receive up to five paid leave days.

B. District 19 CSB will not pay for expenses related to providing emergency service, such as travel, food, or lodging.

9.14.4

Qualifying Events.
Employees may be granted leave to provide emergency services if all of the following criteria are met:

1. The area is covered by an official declaration of major disaster by the President of the United States, or a declaration of a State of Emergency by the Governor of Virginia or the governor of another state.

2. Public officials at the site of the disaster have requested the assistance of individuals with specialized skills or training.

3. The employees possess the required specialized skills or training requested by the authorities.

4. Employees present written requests to provide emergency services and obtain approval prior to using leave under this policy.

5. Employees have received American Red Cross Certification.

9.14.5

Leave for Victims of Disaster.
Leave may be available under this policy to an employee who has sustained severe or catastrophic damage to or loss of his or her primary personal residence, or has been ordered to evacuate that residence, as a result of a natural or man-made emergency or disaster.

The Executive Director has sole discretion for authorizing up to five work days of leave annually under this policy for employees who meet all criteria listed below:
1. The event resulted in a formal declaration of a State of Emergency or of federal disaster status.

2. The employee's home was located in the officially declared disaster area.

3. Formal documentation from recognized disaster relief organizations or insurance companies verifies severe, extreme, or catastrophic damage to or loss of personal property as a result of the declared emergency in which the damage or required evacuation rendered the employee's home temporarily or permanently uninhabitable.

District 19 CSB will not pay for expenses incurred by the employee in recovering from the personal effects of a disaster.

9.14.6

Agency Responsibilities.
District 19 CSB will establish an internal process for employees to submit requests and for the agency to evaluate employee eligibility for leave under this policy.

Emergency/Disaster Leave to provide emergency service shall be granted at the discretion of the Executive Director or his/her designee.  In evaluating such requests, the Executive Director or his/her designee will consider the need for the employee to provide the specified assistance and the expected impact of the employee's absence on the agency's ability to fulfill its mission.

District 19 CSB is responsible for ensuring that the agency has the required documentation before awarding paid leave.  For leave to provide emergency services, this includes:

· confirmation of the declaration of disaster by the President of the United States, Governor of Virginia, or governor of another state;

· verification of the request for assistance by the appropriate officials;

· corroboration that the employee possesses the relevant specialized skills or training; and 

· official documentation describing service to be provided by the American Red Cross.

For leave for victims of disaster, this includes:

· confirmation of the declaration of a State of Emergency or federal disaster status;

· documentation that the employee's primary residence is in the official disaster area; and

· verification as cited above of catastrophic damage to or loss of the residence, or requirement to evacuate the residence.

When an employee who is the victim of catastrophic damage to or loss of his or her primary residence, or who has been ordered to evacuate that residence, requests leave under this policy, the agency must obtain verification that the criteria described above (Leave for Victims of Disaster) have been met.

9.14.7

Employee Responsibility.
A. Employees are responsible for requesting leave as required by this procedure, and for providing the required documentation or verification as listed above.
B. Employees are responsible for all travel, food, or lodging expenses related to volunteer services.
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