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Leave with Pay

The swcd board will credit and provide leave for eligible employees to address a variety of personal needs. 
DEFINITIONS

Break in service: An interruption of swcd employment for a time period of more than thirty (30) days.

Pay status: The time an employee works that is monetarily compensated. This includes time off taken as a holiday, sick leave, annual leave or any other type of paid leave.
Pay period: A two week pay period on which pay day is the last day of every other week. Employees will be compensated for each pay period two weeks after it concludes.
GENERAL PROVISIONS

Annual leave

Staff who are employed at least on a half time basis in positions of continuing or permanent nature are entitled to accrue annual leave. 

Annual leave will be accrued as follows:

	If the employee is on…
	The amount of annual leave accrued:

	Leave without pay during the entire pay period
	No annual leave accrual

	Less than 40 hours pay status in a pay period
	No annual leave accrual

	Between 40 and 79 hours pay status in a pay period
	Annual leave accrual prorated based on the percentage of full time worked

	80 hours or more pay status in a pay period
	Full annual leave accrual


Annual leave will be credited to eligible employees based on total length of service as follows:

	Service Completed
	Maximum Annual Leave Earned
	Maximum Accrual

	Zero to 120 months (10 years)
	5 hours per pay period
	240 hours (30 days)

	121 to 180 months (15 years)
	6 hours per pay period
	288 hours (36 days)

	Over 181 months (15 years)
	7 hours per pay period
	336 hours (42 days)


The maximum amount of annual leave which may be accumulated before it is forfeited is based on years of service. Annual leave amounts over the two-year maximum can be retained until October 31st of each year before it is lost. If an employee terminates employment with the district, only up to the two-year accrual will be paid to the employee. If the employee works part-time, the maximum amount of leave that may be accumulated is the same as for full time employees.

Annual leave is credited to an employee the last day of the pay period in which it is earned. Employees may use annual leave beginning the first day of the following pay period.
An employee entitled to annual leave who has resigned in good standing or whose services have been otherwise terminated, will be entitled to receive reimbursement for all accrued leave up to the maximum accrual. Payment will be made at the rate of pay in effect the last day worked. In the cases of proven theft, destruction, or willful abuse of swcd property, an employee's annual leave balance may be held against the value of the property which has been stolen or destroyed.

Use of annual leave

Annual leave must be used and requested in multiples of 15 minutes. Requests for annual leave will be made to the swcd board. Requests for annual leave may be written or electronic.

The swcd board may approve applications for annual leave when the employee’s absence will not seriously impair work operations or when another employee can cover the workload.

Holidays falling within a period of annual leave will not be counted as workdays and will not be charged against an employee's accrued annual leave balance.

An employee who is absent on annual leave and is recalled to his or her duties during the leave period will not be charged annual leave for the time worked.

An employee unable to work because he/she is in jail may be denied the use of annual leave. The employee may be dismissed due to unauthorized absence if he/she is unable to report for work due to jail time.

Sick leave

Staff employed on at least a half time basis in positions of a continuing or permanent nature shall be allowed to accrue sick leave.  

Use of sick leave for eligible employees is allowed for any of the following reasons:

· Illness

· Injury

· Pregnancy, childbirth, recovery from childbirth, or care of newborn

· Medical, surgical, dental, or optical examination or treatment

· When the employee’s personal care and attention is required in connection with the adoption of a child or foster care with appropriate documentation
· Where through exposure to contagious disease the presence of the employee on duty would jeopardize the health of others

Loss of time due to illness of an employee's spouse, children, other relatives or members of the employee's household, which requires the employee's personal care and attention, shall be charged to the employee's accumulated sick leave. Granting of sick leave shall be based upon the degree to which an employee is responsible for providing personal care and attention. Extraordinary circumstances may warrant approval of sick leave for time off. The final decision concerning use of sick leave for extraordinary circumstances will be at the discretion of the swcd board. 

The swcd board allows at least six (6) weeks of extended sick leave for the mother following the birth of a child. The choice for use and duration of sick leave to recover from childbirth rests with the mother. As with any extended use of sick leave, sick leave requested beyond five (5) working days, must be accompanied by a statement from the attending physician outlining the need and duration for the use of sick leave. The provisions of the federal Family and Medical Leave Act (FMLA) still apply.

Five (5) hours sick leave per pay period is the maximum amount an employee may earn.  

Employee sick leave continues to accrue. There are not a maximum number of hours of sick leave that can accrue. The employee does not receive any reimbursement for sick leave when no longer employed with the district.

Sick leave may be accrued as follows:


	If the employee is on…
	The amount of sick leave accrued:

	Leave without pay during the entire pay period
	No sick leave accrual

	Less than 40 hours pay status in a pay period
	No sick leave accrual

	Between 40 and 79 hours pay status in a pay period
	Sick leave accrual prorated based on the percentage of full time worked

	80 hours or more pay status in a pay period
	Full sick leave accrual


Sick leave is credited to an employee the last day of the pay period in which it is earned. Employees may use sick leave beginning the first day of the following pay period.
Holidays falling within a period of sick leave will not be charged against an employee's accrued sick leave.

Sick leave will not be accrued during leave without pay or in any pay period in which the employee is not in pay status for a minimum of forty (40) hours.

Sick leave is accredited at 1/3 rate during periods when employee draws Worker’s Compensation benefit.

Use of sick leave

Employees must notify the swcd board as soon as possible when sick leave is used so that arrangements can be made to cover work assignments.

The application for sick leave should be made as soon as the employee returns to work or, in the case of medical or dental appointments, prior to use. Sick leave may be used and requested in multiples of 15 minutes. Requests for sick leave will be made to the swcd board. Requests for sick leave may be written or electronic.
Extended sick leave is considered any sick leave requested or taken beyond five (5) working days. Employees are required to submit a statement from the attending physician concerning the reason for extended sick leave and the amount needed. This statement will be provided by a mother recovering from childbirth, a father requesting sick leave to take care of the mother or a newborn, or for parents following adoption or entering into foster care of a child. Such a statement may also be required for a lesser period, when a pattern or frequency of illness develops. An employee returning to work following an extended sick leave must provide a statement from the health care provider stating their fitness to return to work.

Other circumstances as warranted will be considered for possible use of sick leave, as approved by the swcd board.
Bereavement leave

SWCD employees will be granted time off from duty with pay, not chargeable to annual leave or sick leave, not to exceed five (5) consecutive workdays, immediately following the death of the employee's spouse, child, sibling, parent, step-parent, grandparent or grandchild and spouse’s child, parent, step-parent, grandparent or grandchild, or a member of the employee’s household. Extraordinary circumstances may warrant approval of time off in excess of five working days. The final decision concerning use of bereavement leave for extraordinary circumstances will be through the swcd board.
Funeral leave

If an employee is asked to attend a fellow employee’s funeral as the swcd’s representative(s), it is considered part of regular work. Attendance and associated expenses as a swcd representative to attend a funeral should be approved by the swcd board. Expenses associated with attendance as the swcd’s representative(s) will be reimbursed as work expenses.  

Time off to attend funerals for other than those described in the provisions of this policy is chargeable to annual leave or through an adjusted work schedule for the week. Hourly, intermittent or part time employees may adjust their work schedule for the week or take annual leave if it is earned.

Time off for voting

All swcd employees registered to vote will be entitled to three (3) consecutive hours off duty, during the time the polls are open, for the purpose of voting for any election held in Missouri.

Employees whose work schedules permit them three (3) consecutive hours at the polls will not be permitted time off to vote.

Employees whose work schedules do not permit them three (3) consecutive hours at the polls will be given sufficient time off or will have their work schedule modified to allow three (3) consecutive hours for voting.

The employee must request time off to vote to his or her supervisor before Election Day.

Administrative paid leave   
SWCD employees will be granted time off from their duties as administrative paid leave, without loss of accrued leave time, by the swcd board for any of the following reasons:

a. When called for jury service. Employees serving as jurors will be authorized to receive the per diem allowance for such service.

b.
Two (2) hours will be allowed for an employee to donate blood. Four (4) hours will be allowed for an employee to donate platelets. Any time required beyond this must be charged to compensatory time; annual leave; or if appropriate, sick leave. 

c. Five (5) workdays will be allowed to serve as a bone marrow donor. Leave is authorized under these circumstances only when the employee is serving as the donor and written verification is provided to the swcd board.
d. Thirty (30) workdays will be allowed to serve as human organ donor. Leave is authorized under these circumstances only when the employee is serving as the donor and written verification is provided to the swcd board.
e. Other leave with pay may be provided for special circumstances as determined appropriate by the swcd board. The request for such leave should include justification for the request, how it would benefit the employee and the swcd and the duration of administrative leave with pay requested.
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