
March 28, 2013

TO: County Personnel Policy Board Members

SUBJECT: Personnel Policy Board Meeting
Thursday, April 4, 2013
1:30 p.m., Room 113
County-City Building

A G E N D A

ITEM 1: Request to amend Rule 18.1 of the Personnel Rules -Compensation
for Absence on Holidays

ITEM 2: Request to amend Rule 19.1 of the Personnel Rules - Leaves of
Absence; Request and Approval

ITEM 3: Request to amend Rule 19.7 of the Personnel Rules - Leaves of
Absence; Special Leave

ITEM 4: Request for appeal hearing - Chad Anderson - Corrections

ITEM 5: Miscellaneous Discussion

pc: Department Heads
Tom McCarty
Richard Grabow
Chad Anderson
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18.1    Compensation for Absence on Holidays  (Revised 4/10 04/13)

(a) All full-time and part-time status and probationary employees with the exception of
those identified in paragraph (c) below shall receive pay for one-fifth (1/5) of their regularly
scheduled work week not to exceed eight (8) hours for the following legal holidays or any other day
proclaimed by the County Board as a holiday:

New Year's Day Labor Day
Martin Luther King Jr.'s Day Veteran's Day
President's Day Thanksgiving Day
Memorial Day Day After Thanksgiving
Fourth of July Christmas Day

(b) In addition to the established holidays listed above, all employees, with the exception
of those identified in paragraph (c) below, will receive twenty-four (24) hours of noncumulative
personal holiday time on September 1 of each year beginning with the pay period in August that
results in the first pay check in September.  Part-time employees will receive personal holiday hours
at one-fifth (1/5) of their regularly scheduled work week not to exceed eight (8) hours.  Personal
holiday hours may be taken anytime between September 1 and August 31 of the following during the
year that begins with the pay period in August that results in the first pay check in September (or be
forfeited), provided the days and times selected by the employee have the prior approval of the
Department Head.  Employees will be required to use personal holiday hours in increments of not less
than two (2) hour blocks of time.

(c) Part-time status and probationary shift employees of facilities open seven (7) days a
week or twenty-four (24) hours a day shall earn legal and personal holidays on a prorated schedule at
the rate of 0.05 per hour worked which shall be added to the holiday bank each pay period. 
Accumulated holiday hours must be taken between September 1 and August 31 of the following
during the year that begins with the pay period in August that results in the first pay check in
September (or be forfeited), provided the time selected by the employee has the prior approval of the
Department Head.
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RULE 19 - LEAVES OF ABSENCE

19.1    Request and Approval  (Revised 04/13)

(a) All leaves of absence must be requested in writing to, and approved by, the Department Head
in advance of leave being taken.  Exceptions may be made in an emergency.

(b) Leaves of absence without pay shall not be granted until all applicable leave balances have
been exhausted, with the exception of leaves for military, travel or study.



19.7    Special Leave  (Revised 4/02 04/13)

(a) Leave of absence without pay may be granted status employees by a Department
Head.  The Personnel Officer must approve any leaves in excess of thirty (30) calendar days.  All
requests for leave of absence must be made in writing, to comply with Rule 19.1(b).

(b) A Department Head, with approval of the Personnel Officer, may grant a status
employee leave of absence without pay for a period not to exceed one (1) year for travel or study
which will render the employee of greater value to the County upon his return to duty.  Such leave
shall be granted only when it will not result in undue prejudice to the interests of the County as an
employer beyond any benefits to be realized.  No leave without pay shall be granted primarily in the
interests of the employee except in the case of one who has shown by his record of service or by other
evidence to be of more than average value to the County, and whose service it is desirable to retain
even at such sacrifice.  Failure on the part of an employee on leave to report promptly at its expiration,
without good cause, shall be considered as a resignation.

(c) Leave with pay for public health or safety duties of an emergency nature may be
authorized by the Department Head upon approval of the Personnel Officer.  Such leave will not be
deducted from vacation or sick leave.
(d) In the event of an emergency as declared by the County Board (such as inclement weather)
where an employee is unable to report for work, the employee may request and be granted accrued
vacation leave, unused holiday time or authorized leave without pay, with the approval of the
Department Head.  Provisions may be made whereby attendance of essential or necessary employees
is required.
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