9.  Annual Leave

Each full-time employee is granted annual leave at the following rates in relation to individual work schedules.  Benefits may be offered to part-time employees on a pro-rata basis.

Years of Service                          Leave Hours
0-3 years                                         8 hrs. per month
4-9 years                                       12 hrs. per month
10+ years                                      16 hrs. per month
Annual Leave must be approved by District Manager.
Eligible employees may accumulate annual leave hours with the following conditions:
1)	Full-time employees may accumulate a cap of up to 240 hours.
2)	Part-time employee’s accumulate cap will be on a pro-rata basis.
3)	Annual leave balance will be reconciled January 1st of each year.
4)	Accrued hours in excess of employees cap on January 1st of each year will be cashed out at the employee’s average rate of pay for the previous 12 months.
District Supervisor’s expect employee’s to utilize their earned annual leave in a manner beneficial to the employee and beneficial to District operations whenever possible.  Supervisors also expect employee’s to manage their time and utilize their respective earned annual leave to avoid accumulations above policy management objectives.
Upon termination of District employment for any reason, an employee or their estate shall be paid for unused annual leave at his/her current rate of pay, excluding all hours previously moved to the District Shared Leave Pool.  
Amendment to Section 9: Annual Leave (Vacation Leave) – Request, Approval, Exceptions, and Limitations
To support effective planning and continuity of District operations, the following provisions are added to Section 9 (Annual Leave):
Request and Approval:
· Employees requesting use of annual (vacation) leave are required to submit requests at least thirty (30) days in advance of the anticipated leave dates.
· All annual leave requests must be approved by the District Manager prior to the leave being taken.
· Requests should include specific dates, total hours requested, and any relevant coordination details for workload coverage.
Exceptions:
· The thirty (30) day advance notice requirement may be waived in cases of:
· Unforeseen personal or family emergencies
· Illness or medical-related circumstances not qualifying under sick leave
· Other extenuating circumstances as determined by the District Manager
· Exception requests will be reviewed on a case-by-case basis and require District Manager approval.
Limitations:
· Approval of annual leave is subject to operational needs, staffing levels, and the ability to maintain essential District services.
· The District reserves the right to:
· Deny, modify, or reschedule leave requests based on business necessity
· Limit the number of employees on leave at the same time
· Employees are expected to plan leave in a manner that minimizes disruption to District operations.
· Previously approved leave may be reconsidered in rare circumstances due to emergency operational needs.

These additions are intended to promote advance planning, ensure adequate staffing, and maintain efficient District operations while supporting employee use of earned leave.

10.  Sick Leave
This policy is to provide health and medical support for employee and their immediate family as defined as the employee’s spouse, child, grandchild, parent, brother, sister, in-laws, grandparents, guardian of employee, or any person legally dependent upon the employee.
Full-time and Part-time employees:
a) Full-time employees will be allotted 8 hours of paid sick leave per month worked.
b) Part-time employees will be allotted hours on a pro-rata basis.
c) Employees may accumulation of up to 2 years (192 hours-full-time or pro-rata amount for part-time) of sick leave.
d) All hours accumulated above the allowed 2 year total level will be rolled to the District Employee Share Leave Pool at the employee’s current rate of pay.
Upon termination from District employment for any reason the following will apply;
Pers 1 Employee:
a) All unused accumulated sick leave allotment will roll to the District Employee Share Leave Pool at the employee’s current rate of pay.  No cash out is allowed.
Pers 2 & 3 Employee or their estate:
	b)   May cash out sick leave balance, excluding all hours previously moved to the District Shared Leave Pool, at the employee's final rate of pay.  Employee may choose to donate any or all sick leave balance to the District Employee Shared Leave Pool.  Once hours are moved to the Districts Shared Leave Pool they are not available for "cash-out".
Non-Exempt Temporary/Project Employee: As required by Washington State Initiative 1433
a) Employee will earn 1 hour of sick leave for every 40 hours worked.
b) Employee may take sick leave after the ninetieth (90) calendar day following the date of employment.
c) If an employee separates from service prior to the ninetieth (90) day and is rehired within a year, the previous days of employment are considered when determining eligibility to take sick leave.
d) Employee will be compensated at their regular rate of pay.
e) Employee sick balance will carry over to the following year up to a cap of 40 hours.

11.  Shared Leave
Policy:
Columbia Conservation District will offer a Shared Leave Pool for the benefit of its employees and District operations.  
Purpose:
To provide a system by which District employees “in need” of additional leave hours due to unforeseen emergency and/or illness of either themselves or immediate family can gain more leave in order to remain “whole” for payroll purposes.  
Procedures:
1) Hours to Share Leave Pool
A district employee who received leave hour benefits, either on a full-time or part-time pro-rata bases, can/will have their accumulated leave hours moved to the District’s Shared Leave Pool by either of the following 2 methods:
a. Voluntary donation of vacation, sick or exchange leave at the donating employee’s current rate of pay. Donations must be in whole hour increments.  Donating employee must have a balance of forty (40) hours of earned accumulated leave remaining on the books after the donation has been made
b. Have excess allotted hours of sick and exchange leave hours rolled as District benefit & leave definitions and parameters as described in the Columbia Conservation District’s Employee Handbook.
Hours entering the Pool will be at the employee’s hourly rate of pay at the time the hour(s) are transferred.

2) Employee Use of Share Leave Pool Hours
For an employee to be eligible to draw leave from the Share Leave Pool they must use all of their accrued sick leave and exchange time but may maintain a minimum balance of forty (40) hours of annual leave.  Case by case exceptions require Board approval.  Shared Leave Pool will be credited as follows:
a. Leave will be credited to the recipient, pro-rated at the recipients current wage level.
b. Leave will be credited on a “whole” hour bases.
c. Unused Pool and/or Donated leave which is not fully utilized by the recipient upon their return to full work status shall be returned to either the donating employee(s) or the pool on a reversed pro rata basis.
d. Upon request, recipient of donated leave shall submit a statement by licensed health care provider or member of the clergy certifying the illness or family emergency.  Failure to submit such certification shall preclude the recipient from using donated leave.  In case of illness, upon request recipient shall submit health care provider’s statement certifying when he/she is able to return to work and limitations if applicable.

Pool leave record shall include the following:
1) Hours moved into Pool;
a. Name of employee transferring or donating hours,
b. Date of transfer or donation
c. Number and type of hours being transferred or donated, and
d. Wage rate at time hours are transferred or donated.
2) Hours leaving the Pool;
a. Name of employee receiving the hour value,
b. Date(s) of usage,
c. Number of hours used,
d. Value of hours used based on receiving employees current wage rate, and
e. Amount of any return of unused Pool leave. 
These records shall be reconciled to individual employee accounts

12.  Family Medical Leave
The following is a summary of CCD’s Family and Medical Leave Policy.  Further information regarding the Family and Medical Leave Act of 1993 (FMLA), and state and local leave laws, may be obtained from the District Manager.
The FMLA establishes rules for certain categories of unpaid leaves of absence.  Eligible (or “qualified”) employees may take up to a total of twelve (12) weeks unpaid leave looking back in a twelve month period for the following reasons:

· the birth of a child or to care for a child within the first 12 months after birth; 
· the placement of a child with the employee for adoption or foster care and to bond with and care for the child (within the first 12 months after placement);
· the serious health condition of the employee that makes the employee unable to perform the functions of his/her position; 
· to care for the employee’s  spouse, child or parent who has a serious health condition; or
· If the employee experiences a qualifying exigency that arises out of the fact that the employee’s spouse, parent, or child has been called to or is on active military duty as a member of the National Guard or military reserves.  

Military Caregiver Leave.  In addition, an employee who is the spouse, parent, child, or next of kin of a current member of the armed forces (including the regular armed forces) who was injured while on active duty may be eligible for up to 26 weeks of FMLA leave in a 12-month period, including the types of leave listed above.  
Employees eligible for such leave are those who have been employed for at least 12 months and have worked at least 1,250 hours of employment for CCD preceding the requested leave.  Employees must provide at least 30 days’ notice of a foreseeable leave to District Manager.  If the leave is not foreseeable 30 days in advance, then the employee must give as much notice as practicable under the circumstances.  FMLA entitlement is calculated beginning when an employee starts employment with CCD.
When an employee gives notice of a requested FMLA leave for purposes of a serious health condition or for military caregiver leave, the employee will be required to provide medical or other certification that the requested leave is medically necessary.   CCD reserves the right to require periodic certifications (at least every 30 days) for extended leaves under FMLA.  Employees are also required to periodically inform CCD of his/her condition and return-to-work status.  Failure to provide requested certification in a timely manner may result in denial of the leave until it is provided.  If an employee refuses to provide a certification, his/her leave request may be denied and the employee may be disciplined up to and including termination from employment.  If an employee fails or refuses to provide return-to-work documentation, the request to return may be denied and the employee may be disciplined up to and including termination from employment.

CCD, at its expense, may require a medical examination by a health care provider of its own choosing if it has a reasonable question regarding the medical certification provided by the employee.  In lieu of a second opinion, CCD may contact the health care provider directly to clarify or authenticate a medical certification, including certifications for military caregiver leave.  
Separate certification may also be required regarding the nature of the family member’s military service and/or the existence of a qualifying exigency.
CCD may require that accrued but unused vacation, paid sick leave, or any other accrued paid leave be used as part of the leave period.  Except for accrued vacation, paid sick time, or other accrued paid leave, family and medical leave will be leave without pay. Health benefits will continue during such leave, although you may be required to reimburse CCD for the benefits in the event you do not return to work at the conclusion of the leave. Other flexible benefit options may be continued, which are in effect prior to the leave, if the employee chooses to pay the full cost for the selected options.  However, when an employee is out on FMLA leave, s/he does not continue to accrue vacation pay, sick leave or any other accrued benefits.
FMLA leave may be counted as an absence under the CCD’s attendance policy.
Employees returning from an FMLA leave will generally be re-employed in either the same job or one of equivalent status and pay, depending on the conditions which exist when the employee is ready to return to work.  Exceptions may exist for “key” employees.  Returning employees may also be required to provide medical certification that they are able to return to work.
This policy merely outlines your benefits under the FMLA.  Some additional leave may be available under state or local laws.  Where allowed by state or federal law, all leaves will run concurrently.  Where the law allows, all approved leave, whether paid or unpaid, will be counted against an employee’s annual family and medical leave entitlement under this policy and the law.  This means that workers’ compensation leave, leave for a nonindustrial injury or illness, leave as a reasonable accommodation for a qualified individual with a disability, federal family medical leave, and/or state family leave may all run concurrently where allowed by law and be counted against the employee’s annual family leave entitlement.  If you believe you may need to avail yourself of this policy, you are encouraged to contact the District Manager for more specific information.


13.  Maternity Leave
A leave of absence will be granted to an employee for the period of time that she is actually ill or disabled due to pregnancy or childbirth.  The employee shall provide medical documentation from her physician setting forth the medical necessity for the leave and the expected duration of the leave.
An employee taking a leave of absence for the period of disability relating to pregnancy and childbirth has the right to return upon expiration of such leave to the same position, or a similar position of comparable pay and benefits, unless business necessity prevents the District from returning the employee to such position.  If an employee extends her pregnancy-related leave beyond the period of actual disability, the employee has no right to return to the same or similar position upon expiration of such leave, unless the employee qualifies for FMLA leave.
Maternity leave is unpaid but an employee may elect to use all accrued sick leave and accrued vacation time during maternity leave. CCD may request that the employee pay employee benefits during leave unless the employee qualifies for FMLA leave.
The request for maternity leave should be made in writing to the District Manager at the earliest possible date.
Employees returning to work after childbirth who wish to express breast milk will be provided a reasonable break time in a private, secure location other than a bathroom in which to do so pursuant to the provisions of the Fair Labor Standards Act.  Employees interested in this benefit should contact the District Manager.

14.  Bereavement Leave
CCD allows employees bereavement leave for the death of an employee’s immediate family.  For purposes of bereavement leave, the employee’s immediate family is defined as the employee’s spouse, child, grandchild, parent, brother, sister, in-laws, grandparents, guardian of the employee, or the death of any person residing with or legally dependent upon the employee.
CCD may pay employees (who have completed 6 months of employment) their normal wages, at the discretion of the District Manager on a case-by-case bases.

15.  Jury Duty
CCD allows all employees who are called to serve on jury duty to take the time required to serve.  Employees who are summoned for jury duty or who are subpoenaed to appear in court or in deposition should present a copy of the summons or subpoena to the District Manager.  Employees who are dismissed from jury duty or are not required to remain in court must report to work during regular work hours.
CCD may pay non-exempt employees (who have completed 6 months of employment) their normal wages, up to a maximum of 5 working days for jury duty.  Exempt employees should speak with their supervisor about payment for jury duty.

16.  Military Leave
It is the policy of CCD to comply with Washington State and federal laws regarding leave for military service in addition to any leave outlined above in the Family Medical Leave policy, including reinstatement as required by those laws.  If you have any questions about your rights under Washington State and federal law for military leave, please see the District Manager.
17.  Personal Leave
Under limited circumstances, employees may be granted a leave of absence for emergency circumstances (where the employee does not have available other leave, such as sick leave, vacation leave, etc.). Generally, this leave is only for extraordinary circumstances, and the decision about whether an employee will be granted such a leave is at the sole discretion of the District Manager. The leave is unpaid.

18.  Reporting Leave
Leave shall be reported in accordance with CCD payroll procedures.

19. Flex Time
To provide limited scheduling flexibility while maintaining compliance with Washington State Department of Labor & Industries (L&I) regulations and district operational needs, the following flex time policy applies:
Definition:
Flex time allows employees to adjust their daily work schedule within a single workweek, provided total hours do not exceed forty (40) hours for non-exempt employees unless overtime is pre-approved.


Guidelines:
· Flex time must occur within the same established workweek and may not be carried over into another workweek.
· Non-exempt employees must not exceed 40 hours in a workweek unless prior approval for overtime is granted in accordance with district policy and L&I regulations.
· Flex time adjustments may include altering start and end times or redistributing hours across workdays within the same workweek.
Request and Approval:
· All flex time requests must be submitted at least one (1) week in advance to the District Manager or Supervisor.
· Requests must clearly outline the proposed adjusted schedule.
· Approval is based on operational needs, workload requirements, and staffing coverage.
Exceptions:
· Exceptions to the one-week advance notice may be granted for unforeseen or emergency circumstances, subject to District Manager approval.
· Supervisors may deny or modify flex time requests to ensure continuity of district operations.
Limitations:
· Flex time may not be used to avoid overtime requirements already incurred.
· Flex schedules must comply with all applicable state and federal wage and hour laws, including required meal and rest breaks.
· Flex time arrangements are temporary and must be requested and approved on a case-by-case basis unless otherwise formally established.

This policy ensures flexibility for employees while maintaining compliance with labor regulations and supporting effective district operations.


Amendment: Leave Request Procedures (Applies to Sections 9–18)
To ensure consistent operations and adequate staffing, the following provisions apply to all leave categories outlined above (including Annual Leave, Personal Leave, and other applicable leave types):
Advance Notice Requirement for Unpaid Leave:
· Employees may request leave without pay (no paid time off) when no accrued leave is available or when electing not to use accrued leave.
· Requests for unpaid leave must be submitted at least one (1) week in advance of the requested leave date.
Exceptions:
· The one-week advance notice requirement may be waived in cases of:
· Illness or medical emergencies
· Family emergencies
· Unforeseeable or urgent circumstances beyond the employee’s control
· All exceptions are subject to review and approval by the District Manager.
Approval:
· All unpaid leave requests must receive prior approval from the District Manager.
· Approval will be based on operational needs, staffing considerations, and the nature of the request.
Coordination with Existing Leave Policies:
· Employees are should (but do not have to) utilize available accrued leave (e.g., annual leave, sick leave) prior to requesting unpaid leave, unless otherwise approved.
· This amendment does not supersede any federal or state leave protections (e.g., FMLA), which will continue to apply as required by law.

This amendment is intended to support operational continuity while allowing flexibility for employees experiencing unforeseen circumstances.

