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VII. LEAVES OF ABSENCE 
A. HOLIDAYS (Effective January 5, 2021) 

The District grants 11 paid holidays per year in observance of the following holidays. 

New Year’s Day Veterans Day 
Martin Luther King Jr. Day  Thanksgiving Day 
Good Friday  Day after Thanksgiving 
Memorial Day  Christmas Eve 
Independence Day  Christmas Day 
Labor Day 

 
To be paid for a holiday, the employee must be at work or have an excused leave both the day 
before and the day after the holiday.  

When a holiday falls on Sunday, the following Monday shall be observed. When a holiday falls 
on Saturday, the preceding Friday will be observed. (Amended, Effective January 12, 2021) 

Non-exempt employees working on a designated paid holiday will be paid for the holiday at 
their regular hourly rate plus time and one-half for those hours worked. Exempt employees will 
be allowed a different day off with pay. 

B. ANNUAL LEAVE 

1. ANNUAL LEAVE ACCRUAL 

All regular, full-time employees are entitled to annual leave based upon their length of 
continuous service as follows. 

 
 

 

 

 

2. SCHEDULING ANNUAL LEAVE 

a) Leave requests must be submitted to the supervisor for approval in advance.    

b) All scheduled leave will be submitted to the Director for review. 

c) The District typically approves vacation leave for one employee at a time within a work 
group. Should desired schedules conflict in any crew, the employee who receives 
authorization first is honored. 

d) Annual leave requests for the summer months (June through October). 

(1) Leave requests must be submitted at least two weeks in advance for supervisor 
approval.  

Length of Service Annual Leave 

1 – 5 years 6.67 hours per month 

6 – 9 years 10 hours per month 

10 –14 years 13.33 hours per month 

15 years & above 16.67 hours per month 
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(2) The District will normally allow an employee to take a maximum of 5 consecutive 
days of paid vacation during this period. 

(3) The District reserves the right to deny an individual leave during this period if 
his/her absence would make it impossible for the District to meet its control 
obligations. 

3. PAYMENT OF UNUSED ANNUAL LEAVE 

a) Employees with 10 or more years of service with the District who resign voluntarily, and 
who provide ten working days’ notice of their intention to resign, shall be paid for a 
maximum of 160 hours of accumulated annual leave.  

b) In case of death of an employee, all unused annual leave at the time of death shall be 
paid to the employee’s beneficiary, estate or as provided by law. 

c) Payment for unused annual leave will not be paid to employees who leave the 
employment of the District with less than 10 years of service. 

d) For annual leave purposes, reinstated employees are considered new employees. 
Employees placed on lay-off status will receive pay for accrued annual leave up to the 
time of the lay-off. 

C. MEDICAL LEAVE (Effective May10, 2022) 

Medical leave is granted by the District to provide employees with the feeling of financial 
security and      to prevent a further endangering of their health or the health of their fellow 
employees. Evidence of the abuse of this benefit may constitute grounds for disciplinary action 
up to and including dismissal. 
1. ACCRUAL and USE 

a) Full-time employee accumulates 3.7 hours of medical leave per pay period totaling, 96.2 
hours per year.  

b) Employees may draw against their accumulated medical leave under the following 
circumstances: 

(1) Personal injury or illness not connected with work. 

(2) The employee must visit a doctor under circumstances not covered by Workers' 
Comp. 

(3) A member of the employee's family requires medical care and attention to be 
provided by the employee 

(4) The employee feels it necessary to visit a member of the family who is hospitalized. 

(5) For maternity/paternity/child adoption.  

c) Employees who have three consecutive days of absences because of illness or injury 
must provide the District proof of physician’s care.  

d) Authorized sick hours shall not be counted as time worked for the purpose of computing 
overtime pay eligibility. 
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2. MEDIAL LEAVE INCENTIVE PAYMENT  

a) At the close of each employee's anniversary year and when an employee has 
accumulated 240 hours of medical leave the employee will qualify for the medical leave 
incentive payment.  

b) The employee will be compensated at their current hourly rate (or its equivalent for 
salaried employees).  

c) The employee will be compensated for one-half of all medical leave accumulated 
during that year (accrued minus any hours of medical leave taken that year). 

d) When an employee has accrued 480 hours, the employee will be compensated at their 
current hourly rate (or its equivalent for salaried employees) for all medical leave 
accumulated during that year (accrued minus any hours of medical leave taken that 
year). 

e) Annual medical leave payment will be made by direct deposit in the payroll run 
following the anniversary date.  

3. PAYMENT OF MEDICAL LEAVE UPON SEPARATION OF EMPLOYMENT 
a) Employees with 10 or more years’ service with the District will be eligible for payment. 
b) Employees shall be paid one-half of all unused medical leave, to a maximum of 240 

hours (30 days}, upon termination of employment for other than cause, or death. 

D. PERSONAL DAYS (Effective May 10, 2022) 

During each year of service an employee may designate up to 24 hours of medical leave to be used 
as personal time for reasons not covered above in 1.b). Employees must request personal time in 
advance. 

E. BEREAVEMENT 

An employee may be grantedup to 3 working days of bereavement leave with pay, due to death in 
his/her immediate family.   The Director must approve such requests. 

F. JURY DUTY 

1. When an employee is required to serve on jury duty, the employee shall be relieved of 
responsibility for his or her regular work, and the District will pay the employee the amount 
that would have been received had the employee worked his/her regular duty. 

2.  All employees who are required to serve on jury duty shall report to their supervisor that 
they have been notified for that purpose within 24 hours of receiving such notice, when 
possible, but in no event later than the beginning of the second work day.   

3. In addition, a copy of the employee’s jury duty summons must be provided to Payroll.   
4. Employees may work on the ULV crew if their jury schedule allows. 
5. When an employee is released or is excused from jury duty, the employee shall, as soon as 

possible, return to work.  

G. WITNESS DUTY 

If an employee is required to appear in court as a witness for a governmental agency, his/her 
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absence will be considered in the line of duty and not charged to leave.  If an employee is absent in 
connection with litigation to which he/she is a party or is subpoenaed in private litigation or by 
some party other than a governmental unit to testify, not in his/her official capacity but as an 
individual, such absence will be charged to annual leave or leave without pay. 

H. MILITARY LEAVE (Effective May 8, 2018). 

It is the District’s policy to follow all applicable state and federal laws with regard to the 
employment and reemployment rights of members of the uniformed services.  

A military leave of absence will be granted to employees who are absent from work because of 
service in the U.S. uniformed services in accordance with the Uniformed Services Employment and 
Reemployment Rights Act (USERRA (US Code Title 38, Part III, Chapter 43)).  Advance notice of 
military service is required, unless military necessity prevents such notice or it is otherwise 
impossible or unreasonable. 

Continuation of health insurance benefits is available as required by USERRA based upon the length 
of the leave and subject to the terms, conditions and limitations of the applicable plans for which 
the employee is otherwise eligible. 

Annual leave or sick leave benefits may be suspended during the leave and will resume upon the 
employee’s return to active employment. 

Employees on military leave for up to 30 days are required to return to work for the first regularly 
scheduled shift after the end of service, allowing reasonable travel time. Employees on longer 
military leave must apply for reinstatement in accordance with USERRA and all applicable state laws. 

Employees returning from military leave will be placed in the position that would have been 
attained had the employee remained continuously employed or a comparable one depending on the 
length of military service in accordance with USERRA.  The employee will be treated as though 
continuously employed for purposes of determining benefits based upon length of service. 

I. UNPAID LEAVE 

In keeping with the principles of public accountability employees should make every effort to 
manage paid time off responsibly. An employee may, upon request, be granted leave without pay 
provided that the District deems such leave to be justified and not detrimental to the operation of 
the District. Unpaid leave is not automatically extended in all cases.  

1. During each year of service and employee cannot request more than 20 days of unpaid 
leave. 

2. Employees shall not be granted salary increases of any type while on leave without pay.   

3. When the employee is absent for less than 5 days at a time, the District will continue to 
maintain applicable employee benefits during the unpaid leave. 

J. EXTENDED UNPAID LEAVE 

Employees seeking unpaid leave for more than 4 consecutive days may apply to the Director, but 
District policy does not guarantee that such leave will always be granted. The employee neither 
receives nor accrues benefits during extended unpaid leave. However, with the approval of the 
District's health insurance carrier, the employee may continue his/her health insurance coverage by 
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paying the monthly premium pro-rated basis. The full amount must be paid by a date provided by 
the District to each employee on this plan. The date will normally be the 25th of the prior month. 

K. TIME OFF TO VOTE 

Employees are authorized up to one hour of time off with pay to vote on all designated federal, 
state and local election days.  Whenever possible, employees should vote before reporting to work 
or after working hours on Election Day. 

 

 

 

  




