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THURSTON COUNTY
PERSONNEL RULES AND POLICIES

CHAPTER ONE
Introduction

1. INTRODUCTION

These rules provide for the administration of personnel practices within Thurston County
government. The rules may not cover every situation or provide an answer to every possible
personnel question, but appointing authorities should endeavor to apply the spirit of the rules.

2. ASSISTANCE WITH THE RULES

Human Resources employees are available to advise concerning the rules and their
application. Individuals seeking statutes, regulations and other background material should
contact Human Resources. Appointing authorities contemplating an action that may involve
interpretation of the law or a rule are encouraged to consult with Human Resources prior to
taking the action.

3. APPLICABILITY
A. General Application. These rules shall apply to Thurston County employees in the
following offices and departments:

Assessor's Office

Auditor's Office

Central Services

Clerk's Office

Commissioner's Office

Communications

Coroner's Office

Development Services

Extension WSU Thurston County

Fair

Financial Services

Human Resources

Medic One

Noxious Weed Control

Office of Assigned Counsel

Office of Program and Budget Development

Pacific Mountain Workforce Consortium

Parks and Recreation

Prosecuting Attorney's Office

Public Health and Social Services

Roads and Transportation Services

Treasurer's Office

Water and Waste Management

All other offices and departments created after October 1, 1995 unless otherwise
specified at the time of creation.
B. Applicability to Sheriff's Office and to Civil Service. The following Chapters of the
Rules apply to the Sheriff's Office and to Civil Service:
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1,3,4,8,9and 14.

2 (Rules 3, 4, 5, 6, 7, 8 for MTP or non-Civil Service positions only)

5 (except Rules 3 and 4)

12 (Rules 3 and 4 only)

15, 16
C. Applicability to the Courts. The following Chapters of the Rules cover District Court,
Superior Court and Juvenile Court employees:

1,2,3,4,5/6,8 9and 14

12 (Rules 3 and 4 only)

15, 16

4. CONFLICTS
If these rules conflict with any collective bargaining agreement, Thurston County Civil
Service Rule, state or federal law, the agreement, rule or law shall govern.

5. DEFINITIONS
As used in these rules, the terms defined in this section shall have the following
meanings unless the context clearly requires otherwise:
A. Appointing Authority. The elected official or department head of an office or
department or any subordinate employee delegated the authority to act for the elected official or
department head.
B. At Will Classifications. Employees in the following at will classifications serve at the
pleasure of the appointing authority and may be terminated without cause:
1 Chief Administrative Officer
2 Assistant Chief Administrative Officer
3 Any Department Director appointed by the Chief Administrative Officer
4, Budget Director
5. Director of Communications
6
7
8
9

Deputy Director of Communications
Medic | Administrator
Weed Coordinator
: Fair Manager
10. Chief Deputy Auditor

11. Financial Services Manager
12. Auditor’'s Administrative Aide
13. Executive Assistant for Prosecuting Attorney

15. Chief Deputy Assessor

16. Chief Deputy Treasurer

17. All Attorneys in the Prosecuting Attorney’s Office
18. Office Administrator — Prosecuting Attorney’s Office
19. All Defense Attorneys (Office of Assigned Counsel)
20. Clerk of the Board of County Commissioners

21. All Administrative Aides

22. Nursing Section Director

23. Environmental Health Section Director

24, Epidemiology, Assessment & Planning Section Director
25. RSN/Chemical Dependency Services Manager

26. All Deputy Coroners

27. Undersheriff

28. Chief Deputy Corrections
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29. Chief Deputy Services Bureau
30. Chief Deputy Operations
31 Chief Deputy Administrative Services
32. Executive Aide in the Sheriff's Office
33. District Court Judicial Assistant
34. District Court Commissioner
35. Superior Court Commissioner
Any Probationary Employee
Any Temporary Employee
C. Bargaining Unit Employee. An employee in a position covered by an agreement with
one of the following bargaining units:

1. Thurston County Deputy Sheriff's Association (Deputy Sheriffs)

2. Thurston County Deputy Sheriff's Association (Administrative Support Staff)

3. AFSCME Local #618 - CD (Corrections Officers)

4, AFSCME Local #618 - CO (General Courthouse)

5. AFSCME Local #618 - C (Communications)

6. AFSCME Local #618 - DC (District Court)

7. AFSCME Local #618 — T (Tilley)

8. OPEIU Local #23

9. Association of Thurston County Deputy Prosecuting Attorneys

10. Any other bargaining unit certified by the Public Employee Relations Commission.
D. Exempt Employee. An employee who is exempt as defined by the Fair Labor Standards Act.
E. Full Time Employee. An employee who is normally scheduled to work an average of
40 hours per week.
F. Intern. A student who is performing work for the County on a temporary basis that is

connected with the student's major field of study. The appointing authority may hire an intern
for any length of time that is appropriate for the intern’s course of study. The length of time that
an intern may serve is within the discretion of the appointing authority.

G. Immediate Family. A relative including spouse, son, daughter, brother, sister, parent,
grandparent, grandchild, father-in-law, mother-in-law, brother-in-law, sister-in-law, son-in-law,
daughter-in-law, domestic partner (with affidavit) any relative living in the employee's household
and any other person determined by the appointing authority to be a member of the immediate
family based on the facts in a particular case. An affidavit of domestic partnership requires the
employee and domestic partner to certify they are: 18 years of age or older; have an intimate,
committed relationship of mutual caring which has existed for at least 6 months; are financially
interdependent; share the same residence; are not married or involved in another domestic
partnership; and are not related to the other as parent, child, brother, sister, niece, nephew,
aunt, uncle, grandparent or grandchild.

H. FLSA. The abbreviation for the Fair Labor Standards Act.

l. FLSA Employee. An employee in a position covered by the Fair Labor Standards Act.

J. Non-Union Employee. An employee in a position that is not covered by a collective
bargaining agreement.

K. Part-time employee. An employee who is normally scheduled to work less than 40
hours per week.

L. Regular with an End Date Employee. An individual employed for an identifiable

assignment that has a specified beginning and end date, and is anticipated to require more than
one thousand and thirty-nine hours (1,039) in a twelve (12) month period. The Board of County
Commissioners shall establish all regular with an end date positions by resolution. A regular
employee with an end date is eligible for the standard benefits and leave package in
accordance with these Rules and Policies which may be prorated to match the FTE percentage.
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M. Reclassification. A reclassification is (1) any rewriting of an existing classification
specification to create a new classification specification or (2) the reassignment of a position
from its current classification to another existing classification specification.

N. Regular Employee. An employee in a regularly budgeted position requiring a minimum
of 20 hours a week. Regular employee includes probationary employee unless the context
indicates otherwise.

O. Temporary Employee. A temporary employee works for a specific length of time,
typically in a replacement position, and may not exceed one thousand and thirty-nine (1,039)
hours in a twelve (12) month period. Temporary employees are at will employees who serve at
the discretion of the appointing authority.

P. Transfer. A regular employee moving into a new position that is in the same range as
the employee's former position. A transfer may occur within the current office or department or
into a new office or department.

Q. Work Week. The work week is used to determine overtime and other FLSA issues.
Unless otherwise designated by the appointing authority, the work week for Thurston County
employees is Monday at 12:01 a.m. until midnight the following Sunday.

R. Extra Help Employee. An extra help employee works in a limited, but on-going
capacity. An extra help employee typically works an intermittent, seasonal or varying schedule
per week on an as needed basis, and must work fewer than one thousand and thirty-nine
(1,039) hours within a twelve (12) month period. Extra help employees are at will employees
who serve at the discretion of the appointing authority.

6. SEVERABILITY

If any provision of these rules or their application to any person or circumstance, is held
to be invalid, the remainder of the rules or the application of the rules to other persons or
circumstances shall not be affected.

7. MODIFICATION OF RULES.

The County specifically reserves the right to modify or amend these policies at any time,
with or without notice. None of these provisions shall be deemed to create a vested contractual
right for any employee nor to limit the power of the Board of County Commissioners to repeal or
modify these rules. The policies are not to be interpreted as promises of specific treatment.
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CHAPTER TWO
Salary Plans and Classification Procedures

1. PAY AND CLASSIFICATION PLAN

A. Excluded Positions. The Thurston County Pay and Classification Plan shall include all
regular county employees except the following:

Civil Service employees in the Sheriff's Office;

Employees in the Management Technical Pay Plan;

Chief Administrative Officer;

Executive Aide in the Sheriff's Office;

Court Reporters in Superior Court;

Court Commissioners in Superior Court;

Any other employee specifically excluded by the Board of County
Commissioners from the Pay and Classification Plan.

B. Contents of the Plan. The Plan shall include a list of positions, classifications and a
range/step plan. The Board of County Commissioners shall authorize all regular, regular
positions with end dates and classifications by resolution.

C. Location of the Plan. The Human Resources Department shall keep a copy of the Plan
on file.

NouokrwhpE

2. ADMINISTRATION OF THE PAY AND CLASSIFICATION PLAN
The Pay and Classification Plan is administered as follows:
A. Each salary range shall include 10 steps.
B. Step Placement for New Hires. The County shall pay regular employees in the Pay
and Classification Plan as authorized by the Plan. New regular employees shall normally start
at step 1 of the appropriate range. When an applicant has superior qualifications, the CAO may
authorize the employee to start at step 2 or above. The appointing authority must receive
approval for any initial placement above step 1 before hiring the applicant.
C. Movement Through Steps. Regular employees shall move to the next step in the
range upon completion of the time in the step (6 months in step 1 and 1 year in all other steps)
until the employee reaches step 10.
D. Increment Date for Step Movement Purposes. The increment date is the date used
for step movement purposes. Increment dates are determined as follows:

1. A new regular employee beginning work no later than the 15th of the month shall
have an increment date of the 1st of that month;

2. A new regular employee beginning work after the 15th of the month shall have an
increment date of the 1st of the following month;

3. A regular employee promoted to a new position effective on or before the 15th of
the month shall have an increment date of the 1st of that month;

4, A regular employee promoted to a new position effective after the 15th of the
month shall have an increment date of the 1st of the following month;

5. Regular employees promoted or reclassified and moving to a new range shall
start the time in step requirement over. If, however, the employee would have received a
higher salary in his or her previous position within one year of the date of the promotion or
reclassification, the employee shall keep the previous increment date for step movement
purposes;

6. A regular employee who transfers or who is demoted for other than disciplinary
reasons shall retain their increment date for step movement.
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E. Salary Placement for Promotions and Reclassifications. When a regular employee
is promoted or reclassified to a higher range, the following rules shall apply:

1. When a regular employee is promoted or reclassified to a position in a higher
salary range, step placement in the new range shall be within the following minimum and
maximum placement:

minimum--the first step in the new range that is at least 105% of the previous
step.

maximum--the same step number in the new range that the employee was paid
in the old range. (For example: if an employee promotes from Range 6 Step 7 to Range 9, the
maximum step in Range 9 would be Step 7.)

The appointing authority shall determine actual step placement. The appointing
authority's decision shall be final.

2. When a promotion or reclassification to higher range is effective on the same day
that a step increase is due, the step increase shall occur first.
F. Salary Placement for Demotions and Reclassifications to a Lower Range. When

an employee is demoted to a salary range where Step 10 is higher than the employee’s current
salary, the employee’s salary shall be frozen until the date of his/her next scheduled increment
date. On the employee’s next increment date, the employee shall move to the step in the new
range that provides for some increase.

When an employee is demoted to a salary range where Step 10 is lower than the
employee’s current salary, the employee shall be placed in Step 10 unless an alternative salary
placement is recommended by the appointing authority and approved by the Chief
Administrative Officer (CAO). The decision shall be final and binding.

If an alternative salary placement is requested and approved, the employee shall
receive fifty percent (50%) of any general wage increase (COLA) until such time as step 10 of
the new range equals or exceeds the employee’s current salary.

An employee being demoted as a result of discipline shall be placed in the highest
step in the new range which provides for a decrease in salary.

G. Salary Placement for Transfers. A regular employee transferring shall remain in the
same step and keep the same increment date for step movement purposes.

3. MANAGEMENT AND TECHNICAL PAY PLAN

A. Classifications within Plan. The Management and Technical Pay Plan (MTP Plan)
shall govern all classifications within that Plan. The classifications within the Plan shall either be
classifications with general management responsibilities or be professional classifications in a
technical discipline.

B. Contents of Plan. The MTP Plan shall include, but not be limited to classifications,
salaries and administrative rules for the Plan.

C. Human Resources Maintains Plan. The Human Resources Department shall keep the
MTP Plan on file.

D. Salary Placement for New Hires. The County shall pay regular employees in the
Management and Technical Pay Plan as authorized by the Plan. New regular employees shall
normally start at the minimum of the appropriate range. When an applicant has superior
gualifications, the CAO may authorize the employee to start at a salary above the minimum. The
appointing authority must receive approval for any initial placement above the minimum before
hiring the applicant.

4. SPECIAL RULES FOR RECLASSIFICATIONS AND REORGANIZATIONS
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A. Decision by Appointing Authority. A regular employee who believes he or she is
improperly classified shall submit a written request for reclassification to the appointing
authority. The appointing authority shall determine the appropriate action, if any, and shall
notify the employee of the decision within 30 days of receiving the request. If the appointing
authority denies the request, the appointing authority shall include the reasons for the denial in
the response to the employee.

B. Review by Human Resources After receiving the notice from the appointing authority, if
the employee continues to believe that he or she is improperly classified and believes the
reasons stated in the appointing authority’s notice do not address the actual work being
performed, the employee may submit a written request to the Director of Human Resources to
review and validate the classification of the employee’s position. Within sixty (60) calendar
days, or as otherwise mutually agreed with the Union, if applicable, or the employee, if a non-
union position, Human Resources shall report its findings to the appointing authority and the
employee. Should Human Resources determine that the employee is improperly classified, the
appointing authority shall either adjust the employee’s work assignment to fall within the
classification or request further consideration in the reclassification process.

C. Effective Date. The effective date of a reclassification or a reorganization is the
effective date of action by the Board of County Commissioners. It is the policy of the Board that
salary adjustments be prospective only.

5. ADMINISTRATIVE CHANGE

Human Resources may make administrative changes to job specifications.
Administrative changes result in no change to the overall knowledge, skills, or major emphasis
of the classification and no change in pay range. An administrative change requires no Board
action.

6. SALARY PLACEMENT FOR MTP POSITION RECLASSED TO PAY & CLASS

When an existing MTP position is reclassified into the Pay and Classification Plan, the following
rules shall govern salary placement of the incumbent(s):

A. New Maximum Higher. If the maximum salary of the new Pay and Classification range
is higher than the previous maximum salary in MTP, the incumbent(s) in the position shall be
placed based on the Pay and Classification promotion rule. Chapter Two, Rule 2. E. Salary
Placement for Promotions and Reclassifications).

B. New Maximum Lower.

1. Demotion Rule. If the maximum salary of the new Pay and Class range is lower
than the previous maximum salary in MTP, the incumbent(s) in the position shall be placed
based on the Pay and Classification demotion rule (Chapter Two, Rule 2. F. Salary Placement
for Demotions and Reclassifications to a Lower Range)

2. Undue Hardship. If the appointing authority demonstrates that the application of
the demotion rule will cause an undue hardship for the incumbent(s), the Chief Administrative
Officer may approve a higher salary not to exceed the incumbent's current salary. In
determining whether an undue hardship exists, the CAO shall consider the reasons for the
reclassification and any other pertinent information presented by the appointing authority. An
undue hardship shall not be found when discipline of the employee was factor in the
reclassification.

a. CAO-approved Salary Below Maximum. If the CAO approved salary is
less than the maximum of the new Pay and Classification salary range, the incumbent(s) shall
move, on the anniversary date, to the next step in the range.

Thurston County Personnel Rules and Policies 7 revised 06/11/2007



b. CAO-approved Salary Above Maximum. If the CAO approved salary is

more than the maximum of the new Pay and Classification salary range, the incumbent(s) shall
be frozen at that salary until a future adjustment causes the incumbent(s) salary to come within
the Pay and Classification salary range.
C. New Maximum Equal. If the maximum salary of the new Pay and Classification range
eqguals the previous maximum salary in MTP, the incumbent(s) in the position shall move to the
step in Pay and Classification that is closest to his or her current salary that does not result in a
decrease.

7. REGULAR WITH END DATE EMPLOYMENT
The Board of County Commissioners must authorize a regular with end date position by
resolution before employment of an individual in the position. In requesting the regular with end
date position, the appointing authority must specify:
The nature and scope of the assignment;
The source and amount of funding and conditions of the assignment;
The relationship of the assignment to regular departmental operations;
The number of positions involved;
The anticipated length of the assignment.

arwNOE

8. TEMPORARY PAY INCREASE

In situations where an appointing authority determines there is a need to assign a
regular employee job duties outside of their normal classification for more than two consecutive
work weeks (10 working days) and additional compensation is warranted, the appointing
authority must receive CAO approval of any salary adjustment prior to implementing the
assignment. This policy does not affect the appointing authority’s ability to temporarily promote
a regular employee to a vacant position. The appointing authority may still fill on an “acting”
basis without CAO approval. These appointments are to be made prior to making the

assignment.
A. Criteria.
1. The minimum percentage increase is 5%, there is no established maximum.

Temporary increases are only proposed in cases where an employee is being asked to take on
duties in a job with a higher salary range. Duties temporarily assigned in jobs with an equal or
lower range can be performed without additional compensation.

2. The following general criteria will be considered as factors in the Board's
decision:

The percentage difference between the salary ranges of the regular position and
the temporary position. This is the single most significant criterion. The greater the
percentage difference, the higher the increase that may be justified. The temporary increase
should never be greater than the maximum salary that could be awarded if the employee were
being promoted to the position on a regular basis. (Typically, the maximum salary placement
upon promotion is the percentage difference between the salary ranges of the former and new
position.)

The length of the temporary assignment. The longer the assignment, the more likely
the employee may be required to perform the full range of duties that generated the salary level
for the position. The shorter the time frame, the less likely that the employee may be performing
the most difficult aspects of the job. A request for a temporary increase should not be made if
the additional duties will be performed for less than two consecutive work weeks (under 10
working days).

Whether any duties in the temporary assignment are also included in the
employee's regular job. For example, an employee who normally may perform several duties
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in the absence of the other employee may not warrant as much additional compensation as an
employee who is being asked to take on entirely new duties;

Whether a temporary increase between these two classifications has previously
been approved. If so, the amount previously awarded will be used as a guideline.
B. Effective Date. The effective date of a temporary adjustment will be on or after the date
the CAO approves the adjustment. No action may be taken before receiving the CAQO’s
approval and no retroactivity will be considered.

9. COMPENSATION DETERMINATION

Salary ranges for job classifications will be determined using a market-based
methodology as classifications are reviewed after July 31, 2001. Compensation determinations
shall be determined and reviewed in accordance with procedures and methodology approved by
the Board of County Commissioners.

Human Resources shall process requests to establish and review classifications and
may conduct periodic reviews of classifications in accordance with procedures and methodology
approved by the Board of County Commissioners.
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CHAPTER THREE
Compensation

1. COMPENSATION FOR TEMPORARY EMPLOYEES

A. Hourly Rate. Temporary and extra help employees are hourly employees that may not
work more than 1,039 hours in a 12-month period. The appointing authority shall determine the
hourly rate. In determining the hourly rate, the appointing authority should use the County pay
structure for similar work as a guide.

B. No Benefits. Temporary and extra help employees shall not be entitled to the standard
benefits and leave package, or any other benefit that Thurston County provides to regular
employees. If, however, a temporary or extra help employee works in excess of one thousand
and thirty-nine (1,039) hours in any one category of employment in a 12-month period, the
employee will become eligible for standard benefits and leave in accordance with these Rules
and Policies and will be subject to membership requirements of a collective bargaining
agreement, if applicable. Benefits and leave may be prorated to match the FTE percentage.

2. MONTHLY PAY

A. Pay Day. The County shall pay employees once a month, on the last working day of the
month. Regular employees are paid for the current month. Temporary employees are paid for
work the last part of the previous month and the first part of the current month.

B. Salary for Exempt Employees. The County shall pay exempt employees on a salary
basis. The appointing authority shall not deduct leave for an exempt employee who is absent
from work for less than one regular working day. Exempt employees who are absent from work
for one or more full working day(s) for iliness, vacation or other reason shall use paid leave time
or have their salaries reduced.

C. Regular Employee Working Less than a Full Month. A new regular employee
working less than a calendar month, a regular employee taking leave without pay and a regular
employee who is terminating on a day other than the last working day of the month shall be paid
a percentage of the employee's monthly salary. The percentage shall be the percentage of the
month that the employee is on paid status based on total days in the month.

D. Holiday Pay When Working a Partial Month. The County shall pay a regular
employee working only a partial month for a holiday during that month if the employee is on paid
status both the working day before and the working day after the holiday. However, a new
regular employee starting work the 1st working day of January shall be paid for the New Year's
Day holiday.

E. Determination of First Working Day. A new regular employee working the

entire first working month shall be hired effective the 1st of the month, whether the 1st is
actually a work day or not. Where the first day of the month is not a working day and the use of
the 1st as the hire date creates a financial hardship to the employee, the appointing authority
may use the first working day as the hire date.

3. OVERTIME

A. This section shall not apply to exempt employees.

B. Work Beyond 40 Hours In A Week. The County shall pay FLSA employees 1 1/2
times their regular rate of pay (as defined by the FLSA) for all hours in paid status beyond 40
hours per week. C. Authorization for Overtime Work. All employees must receive express
authorization from the appointing authority before working overtime. Employees who work
unauthorized overtime may be subject to disciplinary action.
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D. Funding for Overtime. The appointing authority shall not authorize any employee to
work any overtime unless there are enough funds in the office or department budget to pay the
cost of the overtime.

E. Increment to Calculate Overtime. Time should be tracked in increments of minutes;
however, a time period totaling ten minutes or less will be considered to be de minims and will
not be compensated.

F. Cash-out When Transfer. Employees transferring to a new office or department or
terminating County employment shall be paid in cash for any overtime by the office or
department where the overtime was earned.

4. COMPENSATORY TIME

A. This section shall not apply to exempt employees.

B. Authority for Compensatory Time. By mutual agreement between the appointing
authority and an FLSA employee, the employee may earn compensatory time instead of
overtime pay.

C. Maximum Compensatory Time Balance. An employee may accrue a maximum
balance of 80 hours of compensatory time. The County shall pay FLSA employees for any
overtime worked beyond the maximum compensatory time balance, unless otherwise
authorized by the Chief Administrative Officer.

D. When Transfer. Regular employees transferring from one department or office to
another shall transfer any accumulated compensatory time to the new office or department. In
addition, the department or office where the compensatory time was accrued shall transfer
funds equal to the value of the compensatory time at the time of transfer.

E. Termination. The appointing authority shall pay any remaining compensatory time
balances to all employees terminating. Employees, especially retiring employees, are
encouraged to use their compensatory time before termination.

5. NO OVERTIME OR COMPENSATORY TIME FOR EXEMPT EMPLOYEES
Exempt regular employees shall not be entitled to any additional compensation for hours
worked more than 40 hours per week.

6. HEALTH PLANS

A. Eligibility. Medical, dental, and life insurance are available to all regular employees in
budgeted positions of .50 FTE or greater.
B. "Full Time" for Health Plans. All regular employees working in budgeted positions of

.75 FTE or greater are full time employees for the purposes of medical, dental, and life
coverage.

C. Part Time Employees. For part-time regular employees, the County pays a prorated
portion of their premium based on the budgeted FTE of the position.
D. Types of Plans; Cost. Due to the wide annual variations in the costs of insurance the

Board of County Commissioners shall determine the plans to offer each year and the portion of
the insurance premiums that the County will pay. The employee shall pay the difference, if any,
between the portion of the premium the County pays and the total premium.

E. Reservation of Right to Change. The Board of County Commissioners reserves the
right to make changes in eligibility requirements, in the carriers and in coverage that it considers
necessary and advisable.

CHAPTER FOUR
Leave Rules
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1. LEGAL HOLIDAYS

A. The following are legal holidays for Thurston County:
New Year's Day January 1
Martin Luther King, Jr. Day 3rd Monday of January
Presidents' Day 3rd Monday of February
Memorial Day Last Monday in May
Independence Day July 4
Labor Day 1st Monday of September
Veterans' Day November 11
Thanksgiving Day 4th Thursday of November
The day after Thanksgiving
Christmas Day December 25

B. Regular employees shall normally be entitled to the holiday off with pay.

C. When a legal holiday falls on a Saturday, the preceding Friday shall be the legal
holiday.

D. When a legal holiday falls on a Sunday, the following Monday shall be the legal
holiday.

E. When a legal holiday falls on any other scheduled day off, the following work day
shall be the legal holiday.

F. New Employees; Employees on Leave Without Pay. Employees must be in paid

status both the day before and the day after a holiday to be entitled to pay for the holiday. As
an exception to this general rule, regular employees working every working day of a month that
begins with a holiday are entitled to receive pay for the holiday.

G. Irregular Schedule. When a regular employee works an irregular schedule (defined as
all working hours concentrated in two or three days or as having one working day of much
shorter duration than the other working days) the holiday hours the employee receives shall be
determined by multiplying the employee's FTE by 8 hours.

1. If the holiday falls on a day that the employee is normally scheduled to
work, the appointing authority may adjust the employee's work schedule for the week of the
holiday to be sure that the employee receives the appropriate number of hours off for the
holiday. If the appointing authority does not adjust the employee's schedule to adapt to the
holiday, the employee must either take leave or have his or her pay reduced (if the employee
works fewer hours than normally required during the pay period) or be paid for the additional
hours worked (if the employee works more hours than would normally be required during the
pay period).

2. If the holiday falls on a day that the employee is not hormally scheduled to
work, the appointing authority may allow the employee to accrue the appropriate amount of
holiday hours, to be used within 90 days of the holiday. The accrued holiday hours may never
exceed 30 hours at any time.

H. Judicial Day. Whenever any legal holiday falls on a judicial day, the provisions of this
rule shall not apply to any offices required to work because of the judicial day.

2. FLOATING HOLIDAY AND COMMUNITY SERVICE DAY
A. When Entitled.
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1. Each regular employee receives one floating holiday and one Community
Service Day each calendar year. During the first calendar year of service, the use of the floating
holiday and the Community Service Day will be at the sole discretion of the appointing authority.

2. Utilization of the Community Service Day shall be for purposes of participation
and volunteering for legitimate non-profit organizations or public agencies, union activities
including shop steward training, executive council or conferences, or employee selected training
which enhances job or professional skills. Authorization and scheduling of the Community
Service Day shall be in accordance with the procedures as the Floating Holiday.

3. Long term service recognition. On January 1% of each year following completion
of twenty (20) years of service based on leave accrual date, regular employees will receive one
additional Floating Holiday. On January 1% of each year following completion of twenty-five (25)
years of service based on leave accrual date, regular employees will receive a second
additional Floating Holiday.

B. Approval by Appointing Authority. The date of the floating holiday must be approved
by the appointing authority.

C. Cannot Carry To Next Year; Exception. Each employee must take the floating holiday
during the calendar year or lose the holiday, unless the employee timely requests a floating
holiday and the appointing authority denies the request. In that case, the employee must use
the floating holiday before taking a full day of annual leave or compensatory time.

D. Must Take as Full Day. The floating holiday is one normal working day for the
employee. Employees must take the floating holiday as one full day--employees may not take it
as separate hours over a period of days.

E. Exception: Irregular Schedule. As an exception to the rule that the floating holiday
must be taken as one full day, where a regular employee works an irregular schedule (defined
as all working hours concentrated in 2 or 3 days or as having 1 working day of much shorter
duration than the other working days) the floating holiday hours the employee receives shall be
determined by multiplying the employee's FTE by 8 hours. In the case of an irregular schedule,
the employee shall take the hours constituting the floating holiday as a block of time.

F. No Cash Out. The County shall not pay employees for a floating holiday. If an
employee terminates employment with the County without taking his or her floating holiday, the
employee loses the holiday.

3. TWO DIFFERENT LEAVE SYSTEMS

Regular employees shall be covered by one of two different leave systems: either
Traditional Annual Leave (Rules 4 and 9) or the Alternative Leave Program (5 and 10).
A. Choice of Leave Systems. Any eligible employee hired on or after January 1, 2006 will
have a one-time choice between the Alternative Leave and Traditional Leave program provided
they select their leave program within seven (7) calendar days from the date of their benefits
orientation. Employees who fail to make a selection with the seven (7) day enrollment period
will be placed in the Alternative Leave program. Once an employee is placed in a leave
program, the employee will remain in that program regardless of individual circumstances.

4. TRADITIONAL ANNUAL LEAVE

A. Applicability. The provisions of this Rule apply only to regular county employees
covered by the traditional annual leave system.
B. Accrual Rates. Full time regular employees shall accrue annual leave for each

completed month of service at the following rates:
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During This Year Number Monthly

Of Service Of Hours Accrual Rate
1% 96 8.00
2" 104 8.67
39 &4"M 112 9.33
5" & 6" 120 10.00
7" & 8" 128 10.67
9" & 10" 136 11.33
11" & 12" 144 12.00
13" & 14" 152 12.67
15" & 16 160 13.33
17" & 18" 168 14.00
19™ & After 176 14.67
C. Accrual for Part Time Employees. A part time regular employee accrues prorated
annual leave based on the number of hours budgeted for the position.
D. Time for Accrual. Annual leave shall accrue at the end of each complete calendar

month of service. New employees beginning employment on the 15th or earlier shall accrue
leave for that month; new employees beginning employment later than the 15th shall begin to
accrue leave on the 1st of the next month.

E. Use by New Hire. A new regular employee shall accrue annual leave during the first six
months of employment. Employees may not use leave during the probationary period. At will
employees do not serve a probationary period so they may use leave during the first six months
of employment for any absence approved by the appointing authority.

F. Failure to Complete Probation. The County shall not pay any accrued annual leave to
an employee who fails to complete his or her full probationary period.

G. Use During Month Accrued. Annual leave does not accrue nor may it be used until the
last day of the month (no “negative” leave use during the month in which it is earned.

H. Approval of Leave. A regular employee requesting annual leave must make a written
request in advance. The appointing authority shall consider the request and shall approve or
deny it.

l. Denial of Request When Reach Maximum Accrual. If the appointing authority denies
an employee's request for annual leave and the denial would result in the employee's accrual
exceeding the maximum allowed, the employee shall not lose any accrual at that time. The
employee shall have up to 90 days to use the excess accrual.

J. Maximum Accrual. Regular non-union employees may accrue a maximum of 360
hours of annual leave. Bargaining unit employees shall accrue a maximum annual leave
amount based on the terms of the applicable collective bargaining agreement.

K. Payment Upon Termination. Upon termination or retirement from the County, other
than because of death, the County shall pay a regular employee for accrued annual leave up to
a maximum of 240 hours. The appointing authority shall not approve annual leave to be taken
subsequent to the last working day of a terminating employee. In case of death of a regular,
non-probationary employee, the County shall pay the legal beneficiary the entire balance of
accrued annual leave, up to the maximum accrual of 360 hours.

L. Credit for Work with Another Municipal Corporation. If the County hires a regular
employee while the employee works for another Washington county, city, town, other municipal
corporation or the state of Washington, the appointing authority may include the period of
continuous employment with the county(s), city(s), town(s), other municipal corporation(s)
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and/or the state of Washington to determine the annual leave accrual rate. The employee may
not transfer any accrued leave.
M. Rehire within One Year. When a County regular employee terminates and then is
rehired in a regular position within 1 year, the number of years of service at the time of
termination will be used to determine the leave accrual rate at rehire. When a regular employee
terminates County employment to work for a municipal corporation specified in Section 4.L. and
is rehired within 1 year, the returning employee’s leave accrual rate will be adjusted to give
credit for the period of employment with the municipal corporation. Within 30 days of rehire, the
employee may buy back annual leave up to the amount cashed out at the time of termination,
calculated at the salary rate at the time of termination.
N. Additional Leave In Special Circumstances. Prior to hiring a new regular employee,
an appointing authority may obtain written approval from the CAO for additional leave as
follows:

1. In conjuction with a request for an above-minimum starting salary, the appointing
authority may request an increased leave accrual rate.

2. As part of the negotiated compensation package for an at will position, the appointing
authority may request an increased leave accrual rate, actual accrued leave, or both.

5. ALTERNATIVE LEAVE PROGRAM

A. Applicability. The provisions of this Rule apply only to regular county employees
covered by the Alternative Annual Leave Program. Alternative annual leave may be used for
any absence approved by the appointing authority.

B. Accrual Rates. Full time regular employees shall accrue alternative annual leave for
each completed month of service at the following rates:

During This Year Number Monthly
Of Service Of Hours Accrual Rate
1% 144 12.00
2" 152 12.67
39&4" 160 13.33
5" & 6" 168 14.00
7" & 8" 176 14.67
o™ & 10" 184 15.33
11" & 12" 192 16.00
13" & 14" 200 16.67
15" & 16 208 17.33
17" & 18" 216 18.00
19" & After 224 18.67
C. Accrual for Part Time Employees. A part time regular employee accrues prorated
alternative annual leave based on the number of hours budgeted for the position.
D. Time for Accrual. Alternative annual leave shall accrue at the end of each complete

calendar month of service. New employees beginning employment on the 15th or earlier shall
accrue alternative annual leave for that month; new employees beginning employment later
than the 15th shall begin to accrue alternative annual leave on the 1st of the next month.

E. Use by New Hire. A new regular employee alternative annual leave during the first 6
months of employment, but may use alternative leave during the probationary period only for
reasons allowed for use of sick leave as listed in Section 9.B. At will employees do not serve a
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probationary period so they may use alternative leave during the first six months of employment
for any absence approved by the appointing authority.

F. Failure to Complete Probation. The County shall not pay any accrued alternative
annual leave to an employee who fails to complete his or her full probationary period.

G. Use During Month Accrued. Alternative leave does not accrue nor may it be used until
the last day of the month (no “negative” leave use during the month in which it is earned.)

H. Approval of Alternative Annual Leave. If possible, a regular employee requesting
alternative annual leave must make a written request in advance. The appointing authority shall
consider the request and shall approve or deny it. If an advance written request is not possible,
the employee shall notify the appointing authority of the need for, and the request of, the leave
as soon as possible. The appointing authority shall consider the request and shall approve or
deny it.

l. Denial of Request When Reach Maximum Accrual. If the appointing authority denies
an employee's request for alternative annual leave and the denial would result in the employee's
accrual exceeding the maximum allowed or in the employee forfeiting leave because of failure
to use the minimum amount of leave, the employee shall not lose any accrual at that time. The
employee shall have up to 90 days to use the excess accrual.

J. Maximum Accrual. Regular non-union employees may accrue a maximum of 1480
hours (185 working days) of alternative annual leave. Bargaining unit employees' maximum
accrual amount shall be determined by the applicable collective bargaining agreement.

K. Minimum Annual Use. Employees covered by the Alternative Leave Program are
expected to manage their leave for the purpose of covering their time off for vacation, sick leave
and personal reasons. Accordingly, while employees may manage such use at their discretion,
provided they have the appropriate approval of management for alternative leave usage, it is
recommended that all employees who have completed their probationary period use a minimum
of eighty (80) hours of leave each calendar year.

L. Payment Upon Termination. Upon termination or retirement from the County, other
than because of death, the County shall pay a regular employee for accrued alternative annual
leave up to a maximum of two hundred eighty (280) hours. The appointing authority shall not
approve annual leave to be taken subsequent to the last working day of a terminating employee.
In case of death of a regular, non-probationary employee, the County shall pay the legal
beneficiary accrued alternative annual leave, up to a maximum payment for 360 hours.

M. Credit for Work with Another Municipal Corporation. If the County hires a regular
employee while the employee works for another Washington county, city, town, other municipal
corporation or the state of Washington, the appointing authority may include the period of
continuous employment with a county(s), city(s), town(s), other municipal corporation(s) and/or
the state of Washington to determine the alternative annual leave accrual rate. The employee
may not transfer any accrued leave.

N. Rehire within One Year. When a regular employee terminates and then is rehired in a
regular position within 1 year, the number of years of service at the time of termination will be
used to determine the leave accrual rate at rehire. When a regular employee terminates County
employment to work for a municipal corporation specified in Section 5.M. and is rehired within 1
year, the returning employee’s leave accrual rate will be adjusted to give credit for the period of
employment with the municipal corporation. Within 30 days of rehire, the employee may buy
back alternative annual leave up to the amount cashed out at the time of termination, calculated
at the salary rate at the time of termination.

0. Additional Leave In Special Circumstances. Prior to hiring a new regular employee,
an appointing authority may obtain written approval from the CAO for additional leave as
follows:
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1. In conjunction with a request for an above-minimum starting salary, the appointing
authority may request an increased leave accrual rate.

2. As part of the negotiated compensation package for an at will position, the appointing
authority may request an increased leave accrual rate, actual accrued leave, or both.

6. SHARED LEAVE

A. Criteria. The appointing authority may allow a regular employee to receive annual leave
and alternative leave or compensatory time donated by another regular County employee if the
appointing authority finds that the employee meets all of the following criteria:

1. The employee needs leave that would qualify under Rule 9.B. for sick leave
usage, which is of an extraordinary or severe nature that has caused, or is likely to cause, the
employee to either go on leave without pay or to terminate employment; or qualifies as a serious
health condition under FMLA; and

2. The employee’s absence and the use of shared leave are justified; and the
procedures as the Floating Holiday.
3. The employee has depleted all of his or her available paid leave time, including

floating holidays, compensatory time, sick leave, annual leave, alternative leave and any “sick
leave bank”; and .

4, The employee has abided by all applicable rules regarding sick leave use or
family leave.
B. Amount of Leave to be Received. The appointing authority shall determine the

amount of shared leave, if any, which the employee may receive and the time period in which
the employee may receive the leave. The leave must be donated before it is used by the
employee. If there is lapse of time between the request for leave and the approval of the leave,
the appointing authority may allow donated leave to be used retroactively to cover the days
between the request and the approval.

C. Minimum Annual Leave Balance Required for Donation. Any employee who has an
accrued annual leave balance (of either type of annual leave) of more than 80 hours may
transfer a specified amount of annual leave to the employee authorized to receive the shared
leave. The employee may not transfer an amount of leave that would result in an annual leave
balance of fewer than 80 hours.

D. Treatment of Shared Leave. For employees in the traditional annual leave system, the
period while on shared leave shall be treated for all employment purposes as if on sick leave.
For employees in the alternative annual leave program, the time shall be treated as annual
leave.

E. Treatment of Leave Remaining At End of Shared Leave. The hours of leave
transferred as shared leave that remain unused shall be returned to the employee or employees
who transferred the leave when the authorized period expires or when the appointing authority
finds that the leave is no longer needed or will not be needed at a future time in connection with
the illness or injury for which the leave was transferred. To the extent administratively feasible,
the hours that were transferred shall be returned on a pro rata basis.

F. Value of Leave. This shared leave program provides for a transfer of annual leave on
an hour for hour basis with no consideration given to the dollar value of the leave donated.
G. Decisions by Appointing Authority Final. In all determinations made under this Rule,

the decision of the appointing authority shall be final.

7. LEAVE FOR JURY DUTY
A. Conditions of Leave. The appointing authority shall allow regular employees necessary
time off (without charging leave) for jury duty. The employee shall inform the appointing
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authority of the jury duty as soon as the employee is notified of the duty. The employee shall
keep the appointing authority informed of the time requirements of the duty.

B. Treatment of Pay by the Court. Regular employees shall pay to the County any pay
received for jury duty. Employees may keep the mileage reimbursement for jury duty.

8. MILITARY LEAVE

Based on RCW 38.40.060, any regular employee who is a member of the National
Guard or Reserve Corps of the United States may take up to fifteen (15) working days per year
(October 1 through September 30) of paid military leave.

9. SICK LEAVE
A. Accrual Rate. Full time regular employees covered by the traditional annual leave
system shall accrue 8 hours of sick leave a month for each completed month of service.
Regular part time employees covered by the traditional annual leave system shall accrue at a
rate determined by multiplying the employee's FTE by 8 hours.
B. Use of Sick Leave. Sick leave does not accrue nor may it be used until the last day of
the month. A regular employee covered by the traditional annual leave system may use sick
leave only for the following reasons:

1. lliness or injury or disability of the employee that makes the employee
unable to work. This reason includes the use of sick leave during the period of disability
associated with any illness, disease, disorder, accident, surgery, pregnancy or childbirth.

2. Preventive health care for the employee, including appointments with the
Employee Assistance Program provider;

3. Absence from work authorized by the County Health Officer due to exposure to
contagious disease;

4. lliness or injury in the immediate family requiring the employee's attendance.;

5. Preventive health care for a member of the employee's immediate family
requiring the employee's attendance;

6. When on worker's compensation, to make up the difference between the
worker's compensation payments and the employee's regular rate of pay.

7. Death in the immediate family requiring the employee's attendance as authorized

by the appointing authority. The appointing authority may approve up to a maximum of 5 days
of sick leave.

C. Report of lliness. llinesses and injuries shall be reported at the beginning of any period
of sick leave to the immediate supervisor or other designated person. The appointing authority
may require the employee to give a written statement explaining the nature of the illness. When
circumstances warrant, the appointing authority may require a statement from a medical
professional.

D. Unauthorized Use Ground for Discipline. Use of sick leave for any unauthorized
purpose shall be grounds for disciplinary action, including termination.

E. LEOFF | Employees. An employee on disability leave based on Chapter 41.26 RCW
(LEOFF 1) may not also use sick leave.

F. Maximum Accrual. The maximum sick leave accrual is 960 hours.

G. Advance Approval for Pre-scheduled Care. The employee must request advance
approval for sick leave for pre-scheduled health care.

H. Generally No Cash Out for Sick Leave. Terminating employees shall not be paid for

accrued sick leave except as provided in Rule 11 (SEVERANCE PAY).
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10. SICK LEAVE BANK FOR EMPLOYEES COVERED BY ALTERNATIVE ANNUAL
LEAVE PROGRAM

A. Use of Sick Leave Bank. Regular employees who converted from the traditional
annual leave system may have a sick leave bank. Those employees may choose to use sick
leave from the bank for any reason specified in Rule 9.B. that requires more than 3 days of
leave. Annual leave must be used for the first 3 days, but sick leave may be used beginning with
the 4th day. The days must be related to same illness/use of sick leave, but need not be
consecutive.

B. Depletion of Sick Leave Bank. Regular employees who converted from the traditional
annual leave system do not accrue any additional sick leave after conversion to the Alternative
Annual Leave Program. Once sick leave is used from the bank, the leave used may not be
replenished.

C. Cash Out of Sick Leave Bank at Termination. A regular employee's right to cash out
any sick leave in the bank at the time of termination is specified in Rule 11 (SEVERANCE
PAY).

11. SEVERANCE PAY FOR ACCUMULATED SICK LEAVE

A. Conditions Allowing Cash Out. Regular employees who have completed 5 years of
employment with the County who are leaving County employment due to retirement pursuant to
the PERS or the LEOFF System or due to death will be paid for sick leave as follows:

1. Employees On Traditional Annual Leave System: Employee shall be paid for
one-half of his or her accumulated sick leave up to a maximum of 360 hours.
2. Employees on Alternative Annual Leave Program: Employee shall be paid for

sick leave accumulated before the implementation of Alternative Annual Leave Program. The
payment shall be the accrued sick leave remaining in the employee's sick leave bank at the time
of death or retirement up to a maximum of 360 hours.

B. Deduction for Time on LEOFF | Disability Leave. The County shall deduct any time
employed at Thurston County on paid LEOFF | disability leave from accumulated sick leave, or
at the employee's option, from accumulated alternative annual leave.

12. SICK LEAVE BUY BACK POLICY

A. Prohibition on Receipt of Both Time Loss and Sick Loss. A regular employee who
has an on-the-job injury that causes the employee to receive time loss payments pursuant to
Chapter 51.32 RCW (Worker's Compensation) may not use sick leave (either regular sick leave
or leave from the "sick leave bank") for the same hours for which the employee receives the
time loss payment. An employee may use sick leave to supplement the time loss payment for
the purpose of continuing to receive his or her normal County salary.

B. Retroactive Adjustment. If a regular employee is awarded time loss payments for a
period that the employee used sick leave, the employee shall submit the time loss payment to
the County. The employee's salary will be adjusted to appropriately compensate the employee
and to "buy back" sick leave used during the time loss period.

C. Cannot Exceed Normal Salary. In cases where an employee is supplementing time
loss payments with use of sick leave, the employee's resulting salary may not exceed the
employee's normal monthly salary.

13. USE OF LEAVE FOR INCLEMENT WEATHER AND RELATED CONDITIONS

A. When the Work Site Remains Open. When a regular employee's normal work site
remains open during inclement weather, the following rules apply:
1. The day will be a normal work day.

Thurston County Personnel Rules and Policies 19 revised 06/11/2007



2. The appointing authority will require employees who do not report to work, who
report late to work or who leave early on their own initiative to use accrued leave or comp. time
or take leave without pay for the time that they are absent. Employees may not use sick leave.

3. The amount of leave taken shall be based on the amount of time that the
employee is absent from his or her normal work day.
4, The employee must give notice of intended absence and type of leave requested

according to normal procedures.

B. When the Work Site is Closed, Preventing the Employee from Working. When the
closure of his or her normal work site prevents a regular employee from working, the following
rules apply for up to the first five days of the closure:

1. Employees planning to work that day and prevented from doing so by the closure
are not required to take leave.

2. Employees who report to work late or leave early due to the closure or due to
direction from their appointing authority are not required to take leave.

3. An employee who has pre-scheduled leave whose absence is unconnected with
the closure of the work site shall take the time off as planned. The County shall not adjust the
leave due to the work site closure.

4. The appointing authority may require an employee to work even though his or
her work site is closed. If the appointing authority finds that the required work creates an undue
hardship for the employee, the appointing authority may allow an employee required to work to
take the time worked off at a later mutually convenient time.

5. In cases where the closure lasts beyond five working days, the Board of County
Commissioners will determine what rules will govern. In extended closure situations,
employees may be required to report to alternate work sites and may be assigned temporary
duties in response to the extended closure.

C. Application to Other Closures of the Work Site. This Rule shall also apply in other
unusual situations requiring the closure of a work site.

14. USE OF LEAVE BY EXEMPT EMPLOYEES

A. Exempt Employees Not Eligible for Comp. Time. Exempt employees are not eligible
to accrue compensatory time. As salaried employees, they are not compensated based on the
number of hours that they work.

B. Absences of Less Than A Full Day. Exempt employees are not required to take leave
for absences of less than one full day.
C. Appointing Authority Discretion. When warranted by the performance of an exempt

employee, the appointing authority may allow an exempt employee to be absent one or more
days without requiring leave. These absences must be limited to a maximum of 5 days in any
calendar year.

15. BEREAVEMENT LEAVE

When a death occurs in a regular employee’s immediate family, the employee, including
probationary employees, may take up to three (3) days bereavement leave with pay. Two (2)
additional days of paid bereavement leave shall be granted where travel is required in excess of
two hundred fifty (250) miles each way. The use of bereavement leave must be pre-approved
and approval must be obtained within three (3) months after the original bereavement event.
Any additional leave requested by the employee shall be as approved by the appointing
authority. If the appointing authority finds that the employee’s circumstances warrant the use of
bereavement leave for a person not a member of the employee’s immediate family, the
appointing authority may approve use of bereavement leave.
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16. LEAVE OF ABSENCE WITHOUT PAY

A. Approval by Appointing Authority. The appointing authority may allow a regular
employee to take a leave of absence without pay for any reason.

B. Length of Leave. A leave of absence without pay shall normally not exceed 6 months.
The appointing authority may authorize extensions longer than 6 months only for the benefit of
the County.

C. Requirements of Request. The leave of absence request shall be in writing and
include the following information:

1. The requested start date of the leave;

2. The purpose of the leave;

3. Proposed medical insurance arrangements;

4, The use of any leave requested,;

5 The proposed return date.

If the appointing authority approves the plan and leave, the plan must be signed by the

employee and appointing authority and sent to Human Resources. HR shall review the plan for
compliance with applicable rules and coordination of benefits. Any changes to the plan must be
in writing and signed by all parties before becoming effective.
D. Treatment of Benefits, Seniority; Return. Except as provided in Rule 17. FAMILY
LEAVE, no leave benefits or any other fringe benefits shall accrue during a leave without pay.
The appointing authority shall adjust the employee's anniversary date for seniority purposes to
reflect any period of unpaid leave of thirty (30) continuous days or more. No adjustment shall
be made to the employee’s anniversary date for periods of unpaid leave that are legally
protected. Legally protected leaves include but are not limited to: FMLA, Maternity Leave, L&l,
Military Leave. Upon expiration of an approved leave without pay, the appointing authority shall
reinstate the employee based on 17. K. (FAMILY LEAVE, Return Rights).

E. Use of Paid Leave with Leave Without Pay. As appropriate for the type of leave
requested, paid leave accruals will be utilized prior to unpaid leave.
F. Failure to Receive Approval. Failure to receive written approval of the request and

plan before a leave without pay shall cause the leave to be absence without duly authorized
leave.

17. FAMILY LEAVE

A. Purpose. Family leave is provided for the following purposes:

1. To care for a newborn;

2. To care for a child placed with the employee for adoption or foster care;

3. To care for the employee's immediate family member with a serious health
condition;

4, if a serious health condition makes the employee unable to perform the functions

of his or her position.
To receive family leave, an employee shall comply with current County procedures for family
leave. Copies of current procedures are available from Human Resources.

B. Definition of Child. Child as used in this Rule means:

1. A biological, adopted or foster child, a stepchild, a legal ward or a child of a
person standing in loco parentis (in place of the parent) if the child is younger than 18; or

2. A biological, adopted or foster child, a stepchild, a legal ward or a child of a

person standing in loco parentis if the child is 18 or older and incapable of self care because of
a mental or physical disability.
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C. Definition of Parent. Parent as used in this Rule means a biological parent of an
employee or an individual who stood in loco parentis to that employee when the employee was
a child.

D. Definition of Serious Health Condition. Serious health condition as used in this Rule
means an injury, illness, impairment, or physical or mental condition that involves:
1. Hospital Care: any period of incapacity or subsequent treatment connected with

or consequent to inpatient care (an overnight stay) in a hospital, hospice or residential medical
care facility; or

2. Absence Plus Treatment: any period of incapacity of more than three
consecutive calendar days including any subsequent treatment or period of incapacity relating
to the same condition that also involves:

a. treatment 2 or more times by a health care provider, by a nurse or

physician's assistant under direct supervision of a health care provider or by a provider of health
care services under orders of, or on referral by, a health care provider; or

b. treatment by a health care provider on at least 1 occasion which results
in a regimen of continuing treatment under the supervision of a health care provider; or
3. Pregnancy: any period of incapacity due to pregnancy or for prenatal care;
4, Chronic Conditions Requiring Treatments: a chronic condition which:
a. requires periodic visits for treatment by a health care provider or by a
nurse or physician's assistant under the direct supervision of a health care provider;
b. continues over an extended period of time; and
C. may cause episodic rather than a continuing period of incapacity.
5. Permanent/Long-term Conditions Requiring Supervision: a period of

incapacity which is permanent or long term due to a condition for which treatment may not be
effective. The employee or family member must be under the continuing supervision of, but
need not be receiving active treatment by, a health care provider;

6. Multiple Treatment (Non-chronic Conditions): any period of absence to
receive multiple treatments (including any period of recovery therefrom) by a health care
provider or by a provider of health care services under orders of, or on referral by, a health care
provider, whether for restorative surgery after an accident or other injury, or for a condition that
would likely result in a period of incapacity of more than three consecutive calendar days in the
absence of medical intervention or treatment.

E. Definition of Incapacity. Incapacity as used in this Rule means inability to work, attend
school or perform other regular daily activities due to the serious health condition, treatment
therefor or recovery therefrom.

F. Gender of Employees. Family leave applies to all eligible employees regardless of
gender.
G. Length of Leave:

1. Upon Birth or Placement of a Child. An eligible regular employee may take 12

work weeks of leave to care for a newborn or newly placed child. The employee must complete
the leave within 12 months of the birth or placement for adoption or foster care. For an eligible
female employee who is disabled due to pregnancy or childbirth, the employee may be entitled
to additional leave beyond the first 12 weeks based on state law. Human Resources can
provide information concerning the law and its applicability.

2. Due to a Serious Health Condition. An eligible regular employee may take 12
weeks of leave if a serious health condition makes the employee unable to perform the
functions of his or her position or to care for a member of the employee’s immediate family with
a serious health condition.
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3. An employee's right to family leave, regardless of the purpose, is limited to 12
work weeks during any calendar year. If both the employee and appointing authority agree, the
employee may take the equivalent of 12 work weeks over a longer time (than the 12 weeks) by
working less than his or her normal work schedule.

4. Nothing in the family leave Rule shall prevent an appointing authority from
granting leave in addition to the minimum established by this Rule.
H. Type of Leave. Family leave shall be unpaid leave, unless the employee uses other
accrued paid leave as described below.

1. Calculation of 12 Week Period Including Paid Leave. Any paid leave used
with family leave will be included within the calculation of the 12 week period.

2. Election by Employee to Use Available Paid Leave. If approved by the

appointing authority, the employee may elect to use sick leave as permitted by Rule 9 or Rule
10 or annual leave as part of the 12 week period.

3. Paid Leave Used First. While paid accruals are to be utilized first and
concurrently, the employee may retain a balance of up to eighty (80) hours of annual or
alternative leave time prior to the utilization of unpaid leave.

l. Length of Time for Eligibility. To be eligible for family leave, the regular employee
must have been employed by the County for at least 12 months and have worked at least 1250
hours during the 12 months preceding commencement of the leave.

J. Notice Required:

1. Upon Birth or Placement of a Child. The employee must provide the
appointing authority at least 30 days' written advance notice by completing a current form and
complying with applicable procedures. Current forms are available from Human Resources.
The employee shall adhere to the dates stated in the form unless:

a. The birth is premature;

b. The mother is incapacitated by the birth and is unable to care for the
child;

C. The employee takes physical custody of the child at an unanticipated time
and is unable to give 30 days notice; or

d. The employee and the appointing authority agree to alter the leave dates.

If there is a premature birth, incapacity or unanticipated placement, the employee must give
notice of the revised dates of family leave as soon as possible and no later than 5 working days
following the birth, incapacity or placement.

2. Due to Serious Health Condition. If the leave is foreseeable, the employee
must give the appointing authority at least 14 days' written advance notice of the expected leave
by completing a current form and complying with applicable procedures. The employee shall
make a reasonable effort to schedule the leave to not unduly disrupt the County's operations. If
the leave is not foreseeable, the employee or the employee's representative (for example, a
spouse, family member or other reasonable party) shall provide notice, in person or by phone or
other reasonable means, within one or two working days, except in extraordinary
circumstances.

K. Return Rights After Family Leave:

1. The appointing authority may place an eligible regular employee returning to
work after family leave or returning part time while on family leave (if on an agreed upon return
to less than the employee's normal work schedule) as follows:

a. In the same position the employee held when the leave began; or
b. In a County position with equivalent benefits and pay.
2. The return is subject to bona fide changes in compensation or work duties.
3. The employee does not have return rights if:
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a. The County eliminates the employee's position by a bona fide
restructuring or reduction-in-force; or

b. The employee takes another job; or
C. The employee fails to provide the required timely notice of family leave or
fails to return on the established ending date of the leave.
L. When Both Parents are County Employees.
1. Upon Birth or Placement of a Child. If both parents are eligible regular County

employees working in the same office or department, upon the birth or placement of a child the
employees may take up to 12 work weeks total between the two of them. The County has the
right to grant leave to only one parent at a time.

2. Due to Serious Health Condition. If both parents are eligible regular County
employees, each employee is independently eligible for family leave for his or her own serious
health condition or that of a member of the immediate family.

M. Adjustments During Unpaid Leave. During family leave, an eligible regular employee
shall maintain accrued