



VI.
Holidays and Leave

A.
Holidays (revised 12/1/10)

Employees are entitled to days designated as holidays by the Board of Supervisors.  The County typically observes the following holidays on the following dates.  Holidays which fall on a Saturday or Sunday typically are observed the previous Friday or following Monday, as applicable.  

General:  40-hour week employees receive paid leave on all County-designated holidays.


New Year's Day
January 1



Lee-Jackson Day
Friday preceding 3rd Monday of January



Martin Luther King, Jr.’s Birthday
3rd Monday of January



Presidents’ Day
3rd Monday in February



Memorial Day
Last Monday in May



Independence Day
July 4



Labor Day
1st Monday in September



Columbus Day
2nd Monday in October



Veterans’ Day
November 11



Thanksgiving Day
4th Thursday in November



Day after Thanksgiving
4th Friday in November



Christmas Day
December 25


Public Safety Employees:  12- and 24-hour employees in public safety (EMS, Sheriff’s Department and Dispatch) accrue eight (8) hours of holiday leave per month (96 hours annually) for the first twelve (12) County-designated holidays which may be used for the same purposes as annual leave.  12- and 24- hour employees receive cash in lieu of holiday leave for all County holidays observed in excess of 12.   Use of holiday leave by public safety employees is covered in Section B(8), Special Duty Leave. 
B.
Leave 


1.
Annual Leave (revised 12/1/10)

Annual leave is paid leave that may be used for personal purposes.  Annual leave may not be used in lieu of sick leave unless pre-approved by the immediate supervisor.  If approved, the employee may be required to submit a signed physician’s note to his/her immediate supervisor.  
Full-time employees earn annual leave at the end of each month according to years of full-time service to the County, as shown in the following chart.  Employees on unpaid leave during any portion of a month will not earn annual leave for that month.  Annual leave balances may not be transferred from another employer.  
Full-Time Years of Service
Hours earned per month
Hours earned to the County






per year



0 – 5 yrs. inclusive

  8 hours


96 hours


6 – 10 yrs. inclusive

10 hours


120 hours

11 – 15 yrs. inclusive

12 hours


144 hours

16 yrs. or more

14 hours


168 hours

Employees must schedule annual leave with their immediate supervisor and/or Department Head in advance.  Annual leave requests will be granted if the request does not conflict with the needs or objectives of the department.  Management’s decision with respect to leave is final.  
An employee may carry over all annual leave to the next year.  However, the County will pay out only a limited amount of accrued annual leave at termination of employment.  The maximum payout may be calculated by multiplying the employee’s accrual rate in December times twelve (12).  Upon death of an employee, the County will remit the payment of accrued annual leave to the employee’s estate.  If such estate has not been qualified, payment shall be made pursuant to Section 64.1-123 of the Code of Virginia. 

2. 
Sick Leave (revised 12/1/10)



Sick leave is paid leave that an employee may use when he or she is unable to work due to 1) an illness or injury incapacitating the employee; 2) exposure to a contagious diseases such that presence on duty would jeopardize the health of fellow workers or the public; or 3) a medical or dental appointment for examination or treatment.  Upon approval by the employee’s immediate supervisor, an employee may also use their accrued sick leave if the employee is unable to work due to an illness, injury or medical appointment of the employee’s child, stepchild, spouse, or parent, regardless of residence, or any relative residing in the employee’s home.  Requests for family sick leave must include the name and relationship of the family member for whom leave is needed.  


Full-time employees earn eight (8) hours of paid sick leave at the end of each month.   Employees on unpaid leave during any portion of a month will not earn sick leave for that month.  



An employee should request sick leave as soon as is practicable, but no later than two hours before the designated reporting time.  Failure to request sick leave timely may result in the reclassification of sick leave used to unpaid leave.  An employee who has used sick leave may not have it reclassified as to annual leave.

An employee who uses sick leave for three or more consecutive business days must provide a signed doctor’s note/physician’s statement explaining the reason for sick leave and the employee’s anticipated date of return. Failure to provide a satisfactory signed doctor’s note/physician’s statement may result in reclassification of sick leave used to unpaid leave.  Requiring a signed doctor’s note/physician’s statement for continuing medical conditions that have been substantiated previously is at the immediate supervisor or Department Head’s discretion.  Notwithstanding the above, the County reserves the right, at any time, to require an employee who is using or has used sick leave to provide a signed doctor’s note/physician’s statement certifying the reason for the employee’s absence.  At the County’s discretion, an employee may be required to provide a signed doctor’s note/physician’s statement certifying that the employee is able to fulfill all the responsibilities of his or her position.  

All accrued sick leave may be carried over to the next year.  Accrued sick leave shall not be paid out upon termination of employment.


3.
FMLA (revised 1/16/09)
4.
Civil Leave (revised 12/1/10)

Civil leave is paid leave for “civil service,” defined as time spent serving on a jury, attending court or an administrative proceeding as a witness in a matter in which the employee is not a party, and reasonable travel time associated with such service.  Civil service time required as part of an employee’s job with the County shall count as hours worked.  County grievance proceedings are considered a job requirement for purposes of civil leave.  An employee participating in five or fewer hours of civil service in a work day is expected to work the remaining hours in the work day.  
Civil leave may not be used for any personal judicial or administrative hearings.  Also, civil leave may not be used if the employee receives compensation for civil service (not including expense reimbursement) unless the employee remits the compensation to the County.
5.
Bereavement Leave (revised12/1/10)
Bereavement leave is defined as leave with pay provided by the County that is granted to employees upon the death of a member of the immediate family.  Immediate family for the purposes of bereavement leave is defined as: spouse, parent, son, daughter, brother, sister, grandparents, grandchildren, step-children, step-parents, guardian, and same relatives of spouse. 

An employee may request to use bereavement leave for a period not to exceed twenty-four (24) hours of leave per death.  If more than the twenty-four (24) hours of leave are needed, or if leave is desired for a death other than for a member of the immediate family, another type of leave must be requested.

Bereavement leave must be approved by the Department Head.  In the event of multiple deaths in the employee's immediate family, each death shall be treated separately and bereavement leave shall be granted accordingly.

6.
Military Leave – No change
7.  
Special Duty Leave 
Special Duty leave is an authorized hour-for-hour absence with full pay for hours worked on a holiday, rest day, or when the County offices are closed.  The County Administrator, at his sole discretion, may provide exempt employees with special duty leave for hours worked on holidays and weekends.  Employees whose normal schedule requires work on weekend days will not receive special duty leave for those days but only for work on a holiday.
Public Safety Employees:  12- and 24-hour employees in public safety (EMS, Sheriff’s Department, and Dispatch) will accrue eight (8) hours of special duty leave per month (96 hours annually) for the first twelve (12) County observed holidays.  Special duty leave may be used in lieu of annual leave and shall be taken for time approved by the employee’s immediate supervisor or the Department Head.  12- and 24-hour employees will receive pay in lieu of special duty leave for all County holidays observed in excess of 12.  Special duty leave hours lapse at the end of the calendar year.  There is no payment for special duty leave at separation or termination.  Holiday leave accrued each year must be used by June 30th of the following year or the balance will be forfeited.  Notwithstanding the above, holiday leave balances existing at 1/1/11 must be used by 12/31/12 or the balance shall be forfeited.  
8.
Unpaid Leave (formerly Leave Without Pay)
Unpaid leave is leave without pay, and for which benefits and job restoration rights are at the discretion of the County Administrator.  It does not include FMLA- or military-related leave without pay; for information on those types of leave; see “Family and Medical Leave” and “Military Leave,” respectively.  An employee must apply in writing to the immediate supervisor or Department Head to take unpaid leave.  An employee may take a maximum of two (2) months of unpaid leave for reasons other than FMLA leave and military leave, unless otherwise granted by the County Administrator in his discretion, or unless otherwise required by law.  If an employee cannot return to work before the end of the two months, the employee will be separated from County service, unless otherwise required by law.  
While an employee is on unpaid leave, the County will not contribute to the employee’s health care coverage, retirement, life insurance, and other benefits, except at the discretion of the County Administrator.  While the employee is on unpaid leave, an employee may elect to continue his or her health insurance coverage under COBRA, but the County will not contribute its share of the employee’s health insurance premium.  The employee must pay the entire premium in order to remain covered.  If the employee fails to pay the amount due, the County will send written notice to the employee of this failure.  If the employee fails to pay the amount due within fifteen (15) calendar days after receipt of this notice, the employee’s health coverage will cease. 


9. 
Compensatory Leave (revised 12/1/10)

Compensatory leave is leave earned for overtime work.  An employee may accrue compensatory leave in lieu of cash overtime at the County’s sole discretion.  The County, at its sole discretion, at any time, may pay cash overtime rather than compensatory leave and may cash out compensatory leave time.  

The compensatory time accrual rate for non-public safety exempt employees is one hour of compensatory time for each hour worked during weekends and holidays.  The compensatory time accrual rate for non-public safety non-exempt employees who actually work over forty (40) hours in a workweek is 1.5 hours of compensatory time for each hour, or part thereof, worked in excess of 40 hours.  The compensatory time accrual rate for law enforcement and fire protection employees is one hour of compensatory time for each hour worked as overtime in the adjusted work period.  Employees who regularly work periods of longer than 40 hours will receive overtime consistent with the Fair Labor Standards Act.  
The County desires employees to use compensatory time in as close proximity to the date it was earned as possible.  Employees are encouraged to request the use of this time from their supervisor during the following week.  Supervisors should be flexible in permitting the use of compensatory leave and should deny it only when the demands of the workplace require it.  An employee will be compensated for all unused compensatory leave upon separation from employment with the County.
10.  Leave Donation (newly created 12/1/10)
Under the County’s Leave Donation Program, County employees may be permitted to donate annual leave (“leave donors” or “applicants”) to full-time, eligible County employees who are unable to work due to their own serious health condition or the serious health condition of an immediate family member (“recipients”).  

For purposes of leave donation, “serious health condition” has the same meaning as in “Family and Medical Leave,” above.  Donated leave may only be used for qualifying circumstances, however, if qualifying circumstances change, other leave may be applicable. 
The Leave Donation Program works as follows:

1. Awareness of need for leave. Leave donation shall be coordinated through the Human Resource Office.  Potential recipients shall not solicit leave donations through e-mail, flyers, or memorandums. 

2. Application to donate leave. Potential leave donors shall submit a Leave Donation Form, available from Human Resources, to the applicable department head indicating their leave balance, the number of hours they want to donate (in increments of eight), and the intended recipient’s name and department.  

3. Review of donation application.  The department head shall review the request and forward to Human Resources.  Human Resources shall contact the potential recipient’s department head to ensure they are supportive and, if all criteria are satisfied, approve the request.  Any leave donation approval shall be subject to health provider certification of the serious health condition of the potential recipient, as provided in “Family and Medical Leave,” above. 
4. Transfer of donated leave.  Human Resources shall instruct Payroll to subtract the donated leave from the Leave Donor’s annual leave balance and make the donated leave available to the Recipient. 

5. Use of donated leave.  Recipients may begin to use donated leave in the pay period following the pay period in which the donated leave is made available.  The leave request form should indicate that the type of leave used will be “donated leave.”  Recipients may receive [use?] a maximum of 10 workweeks of donated leave in a 12-month period, no more than four workweeks of which may be used to care for an immediate family member.  If the recipient does not use any donated leave, the entire amount of donated leave will be transferred back to the leave donor.  

Potential leave donors may donate as much leave as desired, except that (1) leave must be donated in eight hour increments, (2) no more than 10 workweeks of leave may be donated to any one recipient in any 12-month period, and (2) after donation, the leave donor must have an annual leave balance of at least 40 hours.  

 Recipients who are unable to work because of their own serious medical condition shall exhaust all sick leave, compensatory leave, holiday leave and must use all but 10 hours of their annual leave before using donated leave. Recipients who are out of work due to the serious medical condition of an immediate family member shall exhaust all family sick leave (if applicable), compensatory leave, holiday leave and annual leave before using donated leave.  Employees receiving workers’ compensation wages are not eligible to receive donated leave.  

For benefits purposes, recipients will not accrue annual or sick leave and will not receive holiday leave or cash in lieu while using donated leave.  Recipients using donated leave who are able to take full paid leave for a paid period will have benefit expenses withheld as if the recipient was on sick leave.  If a recipient’s pay is not sufficient to cover the benefit deductions, Payroll will contact the employee to set up payment arrangements.  Recipients will not receive credit with the Virginia Retirement System (“VRS”) for time spent on donated leave, and contributions to VRS will be discontinued while the recipient is on donated leave.

Donated leave will not be available to a recipient after the end of the pay period in which Human Resources receives notification of approval of VRS disability retirement.  Disability benefits will not begin until donated leave is exhausted.
Donated leave must be used within 12 months of the date first used; any donated leave remaining after 12 months will be forfeited.  In cases where the recipient did not use any Donated Leave, the Donated Leave will be refunded to the donors in the exact number of hours donated. Accrued donated leave will not be paid out at termination.
