
Whitman County Notice of Leave Policies

May 2020

Per Washington State law, Whitman County must post a description ofits leave policies foremployee review. This posting contains general information. As a result, the policies herein areguidelines only, not promises of specific treatment in specific situations, and the summary is notintended to be nor shouldit be construed as a contract, express or implied. For further explanationof leave, please contact the Whitman County Human Resources Department at (509) 397-6205.

The leave policies, practices and benefits providedin the County are subject to change, deletionand exception at any time. Decisions regarding interpretation and application of the County’spolicies and practices are also at the County’s discretion. Policy updates will be addedto thisnotice annually.

Some Whitman County employees are covered by bargaining unit agreements. If there isconflicting language between this leave description and the bargaining unit agreement, the currentagreementwill take precedence.

Whitman County offers the following kinds of leave:

Vacation Bereavement
Holidays Leave of Absence
Military Jury Duty
Sick Family & Medical Leave
Sick Bank Compensatory Time
Sick Conversion Pregnancy Disability Leave
Military Family Leave Domestic Violence Leave
Emergency Leave Volunteer Emergency Leave

Vacation/Annual Leave:

Full-time employees who qualify are eligible to accrue annual leaveat the rate of four hours ofleave for each pay period employed. After 5, 10, 15 and 20 years ofservice, the monthly accrualincreases (contact HumanResources for specific information). Future accrual increases as statedabove shall be effective on each employee’s rounded hire date. The rounded hire date shall bedetermined by the date the employee began employment and/or became eligible for annual leave.If the employee began employmentand/or became eligible on or before the fifteenth (1S) ofthemonth, his/her rounded hire date shall be thefirst of the month he/she began/became eligible. If
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the hire dateis after the fifteenth ofthe month, the employee’s rounded hire date will be the firstof the month following,

Annual leave is pro-rated for part-time employees who qualify. Employees must be hired to workat least 50% time to be eligible for vacation accruals. Temporary employees do not earn annualleave.

Effective mid-2018 accruals will be earned per pay period (twice per month) at one half themonthly rate per period.

Annual leave is allowed subject to approval by the Department Head, and insofar as consistentwith the efficient operation of the department, the person in charge shall endeavor to schedulevacation according to the employee’s length ofservice and choice of dates.

Although annual leave benefits are earned from the rounded date of employment, full and part-time employees, who qualify, may not use this benefit until they have completed the probationperiod. After termination of employment, the employeeis eligible to receive payment for accruedannual leave up to the maximum balance of 216 hours, or up to 240 hours for employees with 20or more years of service, unless the termination occurs during the probation period. Hoursobtained dueto the sick leave conversion benefit are not eligible for payout.
Annual leave is accrued until December 31 ‘A maximum annual leave balance of 216 hours (27working days), or 240 hours (30 working days) for employees with twenty or more years of service,maybecarried overat year-end. Any annual leave over these limits will be automatically forfeitedwithout action on the part of any party.

Holidays:

Whitman County recognizes eleven holidays per year. Regular employees qualify for a holiday iftheir position is classified at least 50% time and they worked twenty (20) hours per week duringthe corresponding pay period. The following dates are recognized and observed as paid holidaysfor all regularfull and part-time employees who qualify:

New Year’s Day, Martin Luther King Day, President’s Day, Memorial Day, IndependenceDay, Labor Day, Veterans Day, Thanksgiving Day, Day after Thanksgiving, ChristmasDay and oneFloating Holiday.

Whenevera holidayfalls on Sunday, the succeeding Mondayis observed as the holiday.Whenevera holiday falls on a Saturday, the preceding F riday shall be observed as a holiday.Each holidayis taken on one calendar day per year.

Part-time employees will be eligible for only those recognized holidays which occur on a daythey would normally be scheduled to work, and will be eligible for a floating holiday if they areregularly scheduled to and work twenty (20) or more hours per work week. Part-time employeeswill be compensated on the basis ofthe numberof hours they would normally have beenscheduled to work that day.
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Temporary employees are not eligible for holidays.

An employee mayselect one Floating Holiday during each calendar year provided the employeehas been continuously employed by the County for at least six months and the number ofemployees selecting a particular day off does not prevent the County from providing continuedpublic service. New employees mustbe hired before July 1 in order to qualify for the FloatingHoliday that year. This holiday is non-cumulative and non-compensable upon termination.
In accordance with State law, qualifying employees are entitled to two unpaid holidays percalendar year for reasons of faith or conscience or for an organized activity conducted under theauspices ofa religious denomination, church, or religious organization. Selection of the datesrequires approval with the department head/elected official. Contact Human Resources for furtherinformation.

Military Leave:

Military leave is granted as provided by law and in addition to any vacation orsick leaveto whichthe employeeis entitled.

Volunteer Emergency Services Personnel Leave:
Personnel also serving as volunteer emergency servicesare entitled to specific leave in the case ofan emergency. Leave parameters are dictated by RCW 49.12.460.

Sick Leave:

Sick leave for full-time employees is accruedat a rate of four hours for each completed pay period.For part-time employees working 50% time or more who qualify, sick leave shall be prorated. SeeHuman Resources for details on eligibility. It can be accumulated to a total of 960 hours. Anyexcess accrual is lost at the end of each calendar year.

Employees begin accruing on their roundedhire dates. The rounded hire date shall be determinedby the date the employee began employment and/or became eligible for annual leave. If theemployee began employment and/or became eligible on or before the fifteenth (15) of the month,his/her rounded hire date shall be the first of the month he/she began/became eligible. If the hiredate is after the fifteenth of the month, the employee’s rounded hire date will be the first of themonth following.

Regular employees working less than 50% time and temporary employees earn one hourofsickleave for every forty hours worked.

Employees are not allowed to drawon accumulated sick leave benefits for ninety days after beinghired unless they are covered by a union contract that specifies otherwise. Benefits cannot be usedor earned during a leave without pay and cannot be used or earned during a suspension withoutpay. Sick leave may be taken forthe following reasons:

1. An illness or injury incapacitating the employee.
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N Exposure to a contagious disease, during which attendance at work would constitute ahealth threat to other employees or the public.
Doctoror dental appointments.
Illness or death in the immediate family(see the policy for a definition of “immediate”),Death of an immediate family member. Restrictions apply.Whenthe employee’s workplace or child’s school or place of care has been closed byapublic official for a health related reason.

7. For absences qualifying under the state’s Domestic Violence Leave Act.

AN
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Sick leaveis only to be taken under the conditions outlined in this section andin the full policy. Itis not to be used for additional annual leave or to compensate employees for time off the job forany reason. Abuseofsick leave privileges may be reason for disciplinary action up to and includingtermination.

Employees are responsible to notify their immediate supervisor of an absence due to illness assoon as they become aware of such illness or no later than the beginning of the work shift.Department Heads/Elected Officials mayrequire a certificate of illness from a doctor after threedays of absence. Restrictions apply. See the county’s sick leave policy.
Four hours ofsick leave in excess of 960 maybe converted to one hour of vacation. All accrualmaximums still apply. Converted hours maynotbe paid out upon ending employment. See unioncontracts and county policy for conversion ratio details.

Sick Conversion:

Courthouse Bargaining Unit, Road Bargaining Unit, Solid Waste Bargaining Unit and non-represented employees are allowed a conversionof sick leave to annual leave forall sick leave inexcess of nine hundred sixty hours. Qualified employees may convert sick leave to annual leaveon a four to one basis. Employees cannot accrue more than 216 hours, or for employees withtwenty or more yearsofservice, 240 hours of annual leave in any given year. Annual leave, whenconverted, is not compensable upon an employee’s departure from employment.
Sick Leave Bank:

The County has established a sick leave bank for the purpose of assisting employees who haveneed ofadditional sick leave due to a serious illness or medical condition. Employees may donatesick leave to an individual or a general donation to the sick leave bank. There are specific rulesand guidelines set for each group of employees regarding how much time they must have tocontribute, how much time they can contribute and the frequency of contributions. TheCommissioners have also established criteria that an employee must meet in order to be grantedtime from the bank.

Bereavement Leave:

——
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Accrued sick leave up to three daysis to be usedin the eventofa death in the immediate family.If the funeral is more than 250 miles away in one direction, up to five days sick leave may beused.If the employee requires additional time, annual leave or a leave of absence without pay may be
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granted at the discretion of the Department Head. See the sick leave policy for a definition ofimmediate family,

Leave of Absence:

A personal leave of absence is a privilege the County may extend to qualified employees forspecific periods of time under certain circumstances,

Leaves of absence may be allowed any full-time or part-time employee for a limited period not toexceed ninety calendar days. Leaves of absence are subject to the approval of the DepartmentHead and the County Commissioners in advance, provided the leave is not a detriment to thedepartment or County. The employee is not required to use accrued sick leave or annual leave fora leave of absence. During a leave of absence without pay, benefits must be paid directly by theemployee. Sick, vacation, and service time credits will not be accumulated during this time if theleave is beyond halfof the employee’s regular service month.

A leave of absence without pay mustbe requested in writing, in advance stating the reason for theleave andthe anticipated date of departure and return. The request shall be receivedat least thirtydaysprior to the effective date ofleave, except in emergency situations when the thirty days maybe waived by the Department Head.

The County reserves the sole discretion and ri ght to grant or deny any leave request.

Jury Duty:

Any employee whois called to jury duty or is subpoenaed to appear as a witness before any courtor other public body, in any proceeding in which the employeeis not a party of interest in thelitigation, shall receive from the County his/her normal rate of pay for the time actually requiredto be absent from work because ofsuch obligation. However, if such employee shall receivecompensation, excluding mileage, for jury dutyor as a witness, such compensation received shallbe deposited into the appropriate general County fund. Any such absence from duty shall not beconsidered sick or annual leave.

If an employee is called to Jury duty or subpoenaed as a witness in Whitman County and isdismissedprior to the end ofthe work shift, the employee shall report to work for the remainderof the work shift.

Family Leave (FMLA/FLA):

The federal Family and Medical Leave Act (FMLA) and state Paid Family and Leave Act(PFMLA)give eligible employees the right to take unpaid leave. or paid leave in specificcircumstaces, for a period of up to 12 weeks in any 12 monthsdueto:
e the birth of a child or the placement ofa child for adoptionorfoster care:e the employee is required to care for a seriously ill relative;
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° the employee being unable to dohis or her job because ofa serious healthcondition: or
° the employeeis preparing fora relative’s military pre or post deployment.

Different rules and restrictions apply. Contact Human Resources for further information.

Pregnancy Disability Leave:

Pregnancy disability leave is available for pregnant employees placed on disability rest by theirphysicians. Contact Human Resources for details regarding eligibility and coordination with otherformsof leave.

Military Family Leave:

An employee whose spouse is a member ofthe United States armed forces, national guard, orreserves who has been notified of an impendingcall or order to active duty: or who has beendeployed; or when the military spouse is on leave from deployment, may have a total of fifteendays of unpaid leave per deployment.

An employee whois the spouse, son, daughter, parent, or next of kin of a covered service memberwhois recovering fromaserious illness or injury sustainedin the line of duty while on active dutyis entitled to up to 26 weeks of leave ina single 12-month period to care for the service member.This military caregiver leave is available during “a single 12-month period” during which aneligible employee is entitled to a combined total of 26 weeksofall types of FMLA leave. SeeHuman Resources for details and eligibility.

Domestic Violence Leave:

Washington State allows victims of domestic violence, sexual assault, or stalking to takereasonable leave from work. Employees mayuse sick leave or other paid time off, compensatoryume, or unpaid leave time. Family members mayalso take reasonable leave to help a victim obtainneeded treatment or services. Family member includes a child, spouse, parent, parent-in-law,grandparentor person with whomthe employee is dating. See Human Resources for details andeligibility,

Compensatory Time:

Eligible employees mayearn compensatory time instead ofpaid overtime. For each hour ofovertime worked, qualified employees may earn an hour and a half of compensatory time. Themaximum compensatory time balance that may be accumulated at year’s end is 48 hours forCourthouse Bargaining Unit employees, Road Bargaining Unit employees, Solid WasteBargaining Unit employees and non-represented employees, 60 hours for Correction’s Officers,and 80 hours for Deputy Sheriff's Association. Compensatory time must be agreed to by theemployee and the supervisor prior to the performance ofwork.
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Temporary Emergency Leave in Response to a Shelter-in-Place/Stay-at-Home OrderEmergency Leaveis in responseto an official shelter-in-place or stay-at-home order. Employeesare paid full wagesifthey are asked to stay homedueto the emergency. The leave ends when theorder is stopped. Rules and restrictions apply. See the full policy or contact the Huma ResourcesDepartment.
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