	VILLAGE OF HARVEYSBURG EMPLOYEE HANDBOOK
	SECTION 5

	
	PAID TIME OFF



Section 5: 
Absences & Leave 
THIS SECTION APPLIES TO HOURLY AND SALARIED EMPLOYEES 

SCHEDULED TO WORK 20 OR MORE HOURS PER WEEK

5.1
FUNERAL LEAVE
Employees are entitled to use up to three consecutive scheduled days with pay for a death in the immediate family. Time begins the day of death. One day of paid time off may be taken to attend the funeral of a relative other than those listed under the definition of "Immediate family."  Proof of death and relationship of the deceased may be requested.  
“Immediate family” is defined as: SPOUSE, PARENT, PARENT-IN-LAW, STEP-PARENT, GRANDPARENTS, LEGAL GUARDIAN, CHILD, STEP​CHILD, BROTHER, SISTER or any RELATIVE residing in your home.  
5.2
N/A
5.3  
LEAVE OF ABSENCE

A leave of absence may be approved by the Department Head and Mayor under the following conditions:
(A)
Leave of absence is always without pay.

(B)
Leave of absence may be granted only to regular, part-time employees who have successfully completed their orientation period.

(C)
The request for a leave of absence must be in writing from the employee outlining the reasons for the leave.

(D)
Failure to return from a leave of absence at the specified date will be considered as a resignation.

(E)
All approved leaves of absence shall be confirmed in writing to the employee by the Department Head or Administrator with a copy to the employee’s file.
      (F)  All approved leaves of absence shall be confirmed in writing to the employee by the                                              

            Department Head or Mayor with a copy to the employee's file.
(G)
Re-employment, if applicable, should be part, or the condition of, the leave of absence.  If not, the employee is subject to the availability of employment at the time of his or her requested return.  Employees returning from military service are subject to the Veterans Re-employment Rights Act.

(H)
There are several types of leaves of absence.  They include:

(1)
Medical: Time away from the job because of accident or illness not covered by sick leave.

(2)
Self Improvement:  Schooling

(3)
Personal:  Time needed to handle personal problems.
(4) Family and Medical Leave
5.4
UNAUTHORIZED LEAVE

Any absence from work which is not detailed in this section of these Personnel Rules and Regulations shall be considered an unauthorized absence from duty. Any such unauthorized absence from duty shall constitute just cause for disciplinary action.  (Sec. 10.5.1)
5.5
JURY DUTY
When required to serve on jury duty, the employee shall be paid only the difference between his/her regular salary and the amount paid by the court for services rendered as a juror.
5.6
MEDICAL EXAMINATION: FITNESS-FOR-DUTY

Employees returning from disability or Family Medical Leave or sick leave greater than 5 consecutive days may be subject to physical performance, fitness and / or medical examinations appropriate to their duties. These additional physical examinations and supplemental medical evaluations may be ordered by the Department Head or the Mayor and paid for by the Village. If the employee chooses to select their own physician for the physical examination, the fee shall be paid by individual and the medical report will be submitted to Village and / or the Village’s physician to make an evaluation of the employee’s condition and overall fitness for duty. However, the Village reserves the right to require additional physical examinations with the physician of the Village’s choice for the purpose of determining the employee’s ability to perform duties with average efficiency.
5.7
FAMILY MEDICAL LEAVE ACT “FMLA”
The Village of Harveysburg is required to comply with the Federal Family Medical Leave Act (FMLA) of 1993. This section is considered a supplemental to the employee’s rights under FMLA. The Village reserves the right to designate FMLA leave as needed to any eligible employee and will require employees to use first all available paid time off as qualifying FMLA time toward the 12 week limit. The FMLA entitles eligible employees to take up to 12 weeks of paid or unpaid, job-protected leave in a 12-month period based on the employee’s anniversary hire date for:

• The birth or placement of a child for adoption or foster care.

• To care for an immediate family member (spouse, child, or parent) with a serious health condition.

• To take medical leave when the employee is unable to work because of his/her own serious health condition.

5.7.1
Eligible Employees:

To be eligible for FMLA, an employee must have worked for the Village for at least one year and have completed 1,250 hours over the 12 months prior to the commencement of the leave. The 12-month period during which an eligible employee may take up to 12 weeks of unpaid leave will be calculated using the eligible employee’s service anniversary date.

5.7.2
Procedure:

• An eligible employee who wishes to take FMLA must provide his/her supervisor with 30 days advance notice when the leave is foreseeable. At the time of the request, the employee may complete a “Family Medical Leave Information/Request Form”. Once FMLA is requested or designated by the Village, the employee will receive an information packet containing the full policy, forms, rights and duties of the FMLA for both the employee and the Village. 

• Employees returning from FMLA within the 12 week period will be restored to their original job, or to an equivalent job with equivalent pay and benefits.

• Employees returning from a medical FMLA may be required to present medical certification of fitness for duty. Failure to provide a medical certificate of fitness for duty may result in a denial of job reinstatement until medical certificate release is provided. 

• FMLA may be taken in increments as small as one hour. 

• Employees may not earn additional paid time off while on FMLA. 

FMLA will always begin with paid time off until all available paid time is used. After exhausting paid FMLA leave, non-paid FMLA leave will continue until the conclusion of the protected 12 week time limit. Following the conclusion of protected leave, the Village will decide whether non-FMLA leave should apply.

The medical Certification of Health Care Provider serves as a "doctor note" to certify the reason and expected duration of the extended medical leave in writing. All requests for medical leaves must be accompanied by a doctor’s statement verifying your total disability and your estimated date of return to work. Further, the Village requires written medical verification of your ability to resume work and a list of restrictions that would directly relate to your ability to perform your job.

5.7.3
NON-FMLA Qualifying Leave

In certain cases a leave of absence will not qualify as FMLA protected. In these cases, an employee may be granted up to three months of non-paid leave without benefits for full-time employees who have completed at least 12 months of uninterrupted service and 1250 hours of service with the Village. Employees will not be entitled to collect unemployment during this time. Requests for personal leaves, other than for Family Medical Leave, will be approved only for compelling reasons. Each request is considered separately and approval is at the sole discretion of the Village. All available vacation time will be paid out upon a non-FMLA leave as though the employee had resigned.
5.8
MILITARY LEAVE

A. Chapter 5923.05 of the Ohio Revised Code governs military leave.  In general, any Village employee (other than elected officials and appointed officials serving fixed terms) with more than ninety (90) days tenure who voluntarily or involuntarily enter any of the Armed Services of the United States shall be granted a military leave of absence without pay.  If not accepted for active duty, the employee shall be reinstated to his or her former position, or a similar position, without loss of seniority or status or reduction in pay.
B. An employee who completes his or her active duty obligation (without voluntarily re-enlisting or extending that obligation) is entitled to his or her previous position with the Village within thirty (30) days of submitting a written request, provided such request is submitted within ninety (90) days of discharge or release from active duty.  If temporary physical disability precludes the employee from performing the job duties, the employee shall be allowed up to one (1) year from the date of application to overcome such disability and return to work.
C. An employee who returns to a previous position in accordance with this policy shall receive credit for military service in areas affecting status, rank, rating, qualifications, etc., as though he/she had continued their employment with the Village.

D. Section 5923.05 of the Ohio Revised Code requires that Ohio National Guard, Ohio Military Reserve, Ohio Naval Militia, and all U.S. Armed Forces Reserve component members be authorized up to thirty-one (31) days leave (176 hours) with pay per calendar year for training purposes.  Employees shall be required to submit a copy of active duty for training orders with such request for leave.
	



