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CHAPTER 1: PERSONNEL

ARTICLE | - General Provisions
(Revised December 15, 2005, May 21, 2015, July 1, 2020)

Section 1.0 - General Principles

The Personnel Policies and Procedures Manual of Isle of Wight County, Virginia contains policies and procedures
governing employees of Isle of Wight County. It states the County's policies and procedures to be followed with
regard to employment, compensation, promotion, demotion, dismissal and all other activities dealing with
personnel which are deemed necessary in order to clarify the County's and the employee's relative position in the
Personnel Management System.

Section 1.1 - Administration

The Board of Supervisors and the County Administrator are empowered under the Statutes of the Commonwealth
of Virginia to establish departments, to employ personnel and to set salaries. These regulations are intended to
cover all facets of the County's Personnel Management System in accordance with that grant of authority. The
County Administrator shall be responsible for administering the Personnel Management System and maintaining
a modern personnel management program and related personnel records.

The County Administrator is the County's Chief Personnel Officer and the duties of this position may be
delegated. The County Administrator shall be responsible for the daily administration of the Personnel
Management System, including, but not limited to, the Classification Plan, Compensation Plan and the
Performance Appraisal System.

The County Administrator may, from time to time, promulgate specific administrative regulations governing the
administration of the County's Personnel Management System. Employees should confer with the County
Administrator's office to determine the existence of an administrative regulation on a specific matter prior to
taking any action.

Section 1.2 - Equal Employment Opportunity Policy
(Revised December 15, 2005, May 21, 2015, July 1, 2020)

Isle of Wight County maintains and promotes equal employment opportunity in all phases of employment and
personnel administration in accordance with State and Federal laws, executive orders and regulations. No officer
or employee of the County shall discriminate against any employee or applicant for employment with regard to
recruitment, application, appointment, assignment, performance evaluation, training, working conditions,
promotion, demotion, discipline, lay-off, discharge, retirement, or any other aspect of employment on the basis
of race, color, sex (including pregnancy, as well as childbirth and related medical conditions, including lactation,
sexual orientation, and gender identity), religion, national origin, age, disability, marital status, veteran status,
genetic information, or other non-job related characteristic protected by applicable law.

Americans With Disabilities Act (ADA) and Americans with Disabilities Amendments Act (ADAAA)
Provisions

It 1s the policy of Isle of Wight County to comply with the Americans with Disabilities Act (ADA) and the
Americans with Disabilities Amendments Act (ADAAA) prohibiting discrimination against applicants and
employees with disabilities and, when needed, to provide reasonable accommodations to applicants and
employees who are qualified for a job, with or without reasonable accommodations, so that they may perform the
essential job duties of the position. It is the policy of Isle of Wight County to comply with all federal and state
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laws concerning the employment of persons with disabilities and to act in accordance with regulations and
guidance issued by the Equal Employment Opportunity Commission (EEOC). Furthermore, it is the policy of Isle
of Wight County to prohibit discrimination against qualified individuals with disabilities in regard to application
procedures, hiring, advancement, discharge, compensation, training or other terms, conditions and privileges of
employment. Employees and applicants with disabilities requesting reasonable accommodations to perform
essential job functions should request such through the Human Resources Department.

Discrimination Protections for Pregnancy, Childbirth, and Related Medical Conditions

Isle of Wight County prohibits discharging or otherwise discriminating against an individual, including
employees and applicants for employment, with respect to such individual’s compensation, terms, conditions, or
privileges of employment on the basis of pregnancy, childbirth, or related medical conditions (including
lactation).

Any employee seeking a reasonable accommodation for pregnancy, childbirth, or related medical condition
should request such through the Human Resources Department.

Isle of Wight County prohibits adverse action against an employee who requests or uses a reasonable
accommodation. “Adverse action” includes failure to reinstate any employee to her previous position or an
equivalent position with equivalent pay, seniority, and other benefits when her need for an accommodation ends.
Likewise, Isle of Wight County shall not deny employment or promotion opportunities to an otherwise qualified
applicant or employee because the employer will be required to make a reasonable accommodation to the known
limitations of such applicant or employee.

No officer or employee of the County shall retaliate against any employee with regard to recruitment, application,
appointment, assignment, performance evaluation, training, working conditions, promotion, demotion, discipline,
lay-off, discharge, retirement, or any other aspect of employment because the employee has used or has
participated in the County's grievance procedure, has complied with any law of the United States, or of the
Commonwealth of Virginia, or has reported any violation of such law to a governmental authority, or has sought
any change in law before the Congress of the United States or the General Assembly, or has reported an incidence
of fraud, abuse, or gross mismanagement to the Board of Supervisors, the County Administrator, the County
Attorney, or other governmental authority.

Section 1.3 - Applicability

The service of the County shall be divided into the classified and the unclassified services. The provisions of the
Personnel Policies and Procedures Manual shall be applicable to all classified employees of the County.
Unclassified employees shall be exempt from all provisions of the Personnel System.

The unclassified service shall include:

a. County Administrator;

b. Constitutional officials and their employees;

c. members of boards and commissions;

d. volunteer personnel and personnel appointed to serve without pay;
e. consultants and retained counsel rendering professional service;
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f. positions involving seasonal or temporary employment;

g. student interns and work-study employment;
h. contractual employees;
1. such other positions as may be designated by the County Administrator.

The classified service shall include all employees who work under all the rules, regulations, policies and
procedures approved by the Board of Supervisors and administered by the County Administrator.

Elected officials may choose to have their employees included in the classified service.

Section 1.4 - Effective Date
This Personnel Policies and Procedures Manual shall become effective and in full force upon adoption by the
Board of Supervisors.

Section 1.5 - Amendments

When, in the opinion of the County Administrator, reasonable change has occurred to warrant an amendment to
the Personnel Policy and Procedures Manual, such an amendment shall be made with the approval of the Board
of Supervisors.

Section 1.6 - Objectives and Scope (Revised May 21, 2015)
The specific objectives of the County's Personnel Management System are:

a. to establish and maintain a sound classification and compensation plan which will attract and retain
qualified employees

b. to assure fair treatment of applicants and employees in all aspects of personnel management without regard
to race, color, religion, age, national origin, sex, disability, marital status, veteran status, genetic information,
sexual orientation, or other non-job-related characteristic protected by applicable law

C. to maintain the compensation plan in a proper relationship with competitive pay practices in the labor
market in which the County competes

d. to assure each County employee a performance review at specified intervals
€. to provide effective control of salary payments on a uniform basis
f. to furnish County management with a consistent and effective means of recognizing improved and

outstanding performance

g. to recruit, screen, select and advance employees based on their ability, knowledge, and skills
h. to determine training needs to ensure quality performance and to enable employees to realize their
maximum potential.



Section 1.7 - Interpretation

These regulations are intended to cover most personnel issues and actions for which the County Administrator is
responsible. Those personnel issues and actions not specifically covered in this manual shall be interpreted by the
County Administrator in keeping with the intent of these regulations.

ARTICLE Il - Position Classification Plan

Section 2.0 - Definition
The Position Classification Plan is the official system of grouping positions into appropriate classes, including
(1) the schematic index to the class specifications and (2) the class specifications.

a. For position classification purposes, a position is a group of currently assigned duties and responsibilities
requiring the employment of one person. A position may be occupied or vacant.

b. A class is a group of positions (or one position) that: (1) has similar duties and responsibilities, (2) requires
like qualifications, and (3) can be compensated equitably by the same salary grade.

C. The class title is the official designation or name of the class as stated in the class specification.

d. The schematic list of classes shall determine the salary grade for each class of positions with due regard
to the salary grades for other classes, the relative difficulty, responsibility and characteristic duties of
positions in the class, the minimum qualifications required, the prevailing rate paid for similar employment
outside the County service and any other factors that may properly be considered to have a bearing upon
the fairness and adequacy to the grade.

Section 2.1 - Creation of Class Specifications

Prior to the establishment of a new position, a job description covering the duties, responsibilities and minimum
qualifications for the proposed position shall be developed. The position shall be assigned to one of the classes in
the classification plan. If a suitable class does not exist, the County Administrator shall develop, or cause to be
developed, a new class specification and shall recommend the new class to the Board of Supervisors for approval.

Section 2.2 - Maintenance of Plan

It shall be the duty of each department director to submit to the County Administrator's office new position
descriptions for all affected positions each time there has been a reorganization of substantial change in the duties
and responsibilities of one or more positions. Each time a new class is established; a class specification shall be
written and incorporated into the existing plan. The class title shall be added to the Schematic List of Classes.
Likewise, an abolished class shall be deleted from the classification plan by removing the class title from the
Schematic List of Classes.

Section 2.3 - Interpretation of Class Specifications

The class specifications are descriptive and not restrictive. Particular phrases or examples of work performed
should not be construed as a full definition of a class and the use of a particular description of duties, qualifications
or other factors shall not be held to exclude others of similar kind or quality. The class specifications are intended
to indicate the kinds of positions which shall be allocated to the classes established and are to be interpreted in
their entirety and in relation to other positions in the classification plan.

Section 2.4 - Official Copy of the Position Classification Plan
The County Administrator shall be responsible for maintaining an official copy of the position classification plan.
The official copy shall include a schematic list of class titles and class specifications plus all amendments thereto.

4



A copy of the official classification plan should be available for inspection by the public under reasonable
conditions during business hours.

Section 2.5 - Classification Appeals

If an employee has facts which indicate that his/her position is improperly classified, he/she may request a
classification review through the employee's department director. If deemed appropriate by the department
director, a written request with a statement of justification shall be forwarded to the County Administrator. After
a review of all pertinent data and information, the County Administrator shall decide on the proper classification
for the position. Ifachange in classification is warranted, the County Administrator shall notify the employee and
the department director and direct the appropriate records be changed to reflect the new classification.

ARTICLE lll - Compensation Plan
(Revised October 7, 1999, April 7, 2005, December 15, 2005, April 18, 2006, June 1, 2006,
April 16, 2015, October 1, 2015, July 1, 2016, July 1, 2017, July 1, 2018,
July 1, 2021, July 1, 2022, August 18, 2022, July 1, 2023)

Section 3.0 - Definition

The compensation plan shall consist of a salary schedule and a schematic list of classes assigned to salary grades.
When adopted by the Board of Supervisors, the compensation plan shall remain in effect until amended by the
Board. The County Administrator shall submit modifications to the plan as deemed necessary and recommend
those actions to the Board of Supervisors forapproval.

Section 3.1 - Applicability
The compensation plan shall cover all classified employees.

Section 3.2 - Rates of Pay (Revised April 7, 2005, April 16, 2015)

The rates of pay for County employees shall be in accordance with the salary schedule adopted by the Board of
Supervisors. Generally, a new employee shall be paid between the minimum and midpoint of the salary range
assigned for his/her class, depending on qualifications. The County Administrator has authority to make
appointments above the midpoint when necessary to obtain the services of the best qualified candidate. Prior
written approval from the County Administrator is required when a department director wishes to make an
appointment above the first quartile of pay for the class.

When a regular full-time employee assigned to a 28-day cycle, as authorized within the 7k work period exemption
within the Fair Labor Standards Act, within the Department of Emergency

Services transfers from a 24-hour schedule to a 40-hour schedule, or vice versa, for an assignment greater than 30
days, the employee’s rate of pay will be computed as follows. Computation of the hourly rate of pay will be made
once the 30 days has been met, as follows:

L. When an employee is transferred from a 24-hour schedule to a 40-hour schedule or status the employee’s
annual rate of pay is divided by 2,080 to provide the new hourly rate of pay.

2. When an employee is transferred from a 40-hour schedule or status to a 24-hour schedule, the employee’s
annual rate of pay is divided by 2,756 to provide the hourly rate of pay.

Section 3.3 - Salary Increases
(Revised June 1, 2006, October 1, 2015, July 1, 2022, August 18, 2022)



The performance of regular full-time and regular part-time employees shall be reviewed annually. If funding is
available, an employee may be entitled to a salary increase for successful job performance. Performance increases
shall be awarded to employees in accordance with the County's performance evaluation system. Probationary
employees are not eligible formerit-based salary increases during the probation period.

An employee’s salary may not exceed the maximum of his/her pay range. Full-time employees at the maximum
of their range, who would otherwise be eligible for a merit and/or cost of living increase, will receive a payment
for that portion of his/her increase which exceeds the maximum of the pay range. The payment will be awarded
as a lump sum bonus not added to the base salary. The bonus will be paid semi-annually. The payment will not
be included in the calculation of VRS contributions.

Employee salary adjustments may be necessary on occasion to address internal salary compression, external
pressure in high demand areas, and/or retention issues. Such equity adjustments to salaries require the approval
of the County Administrator.

Section 3.4 - Overtime (Revised October 7, 1999, April 16, 2015, July 1, 2017)

Overtime shall be authorized when regularly scheduled work hours exceed the Fair Labor Standards Act (FLSA)
standards for the granting of overtime. The County Administrator shall designate those positions which are
eligible for overtime pay and compensatory leave and those which are not eligible for such pay and leave in
accordance with the standards of the Fair Labor Standards Act. The County Administrator shall develop
administrative regulations pertaining to overtime and monitor compliance with the provisions of the Fair Labor
Standards Act, which shall include the following:

a. Compensation time should be granted in lieu of overtime pay in all situations where possible. The
accumulation of overtime should be discouraged and procedurally kept to a minimum, adjusting schedules
and staffing to minimize the accumulation of overtime. For employees not assigned to a 28-day cycle, if
hours over forty (40) in one work-week are reached, only those hours actually physically worked above
forty (40) shall be paid at the rate of time and one half or compensation time granted, whichever agreed
upon by the employee. If paid leave is taken during the workweek, the additional hours worked in excess
of one’s regular work schedule totaling forty (40) hours are paid at straight time or the paid leave time is
credited back to the employee’s leave balance(s), whichever agreed upon by the employee, to account for
the leave taken.

b. All overtime must be approved in advance of occurrence by the employee supervisor.

C. Prior to disbursement of compensation, the Department Head must authorize the payment of overtime
compensation.

d. Overtime pay will be disbursed as funds are made available through the budget adoption/amendment
process.

e. Regularly scheduled overtime hours for fire protection employees will be paid at the overtime rate whether

or not the employee physically works the hours. This rule only applies to fire protection employees as
defined in the Code of Virginia §9.1-700.

f Department Heads, at their discretion, have the ability to allow flexibility in the scheduling of employee
work hours within the same workweek. All hours must be tracked and reported for all non-exempt
employees.



Section 3.5 - Compensatory Time Off (Revised April 7, 2005, July 1, 2017)

Compensatory time off shall be awarded in lieu of paid overtime whenever possible. Each department shall be
responsible for maintaining records of compensatory time and shall be required to verify overtime with said
records. Department directors shall take the steps necessary to limit the amount of accumulated compensatory
time. Department directors shall encourage employees to use accumulated compensatory time off prior to the end
of the pay period in which it was accrued. Any existing unused compensatory time balances shall be zeroed out
by the end of each fiscal year and paid out to the employee within the first month of each new fiscal year.

Section 3.6 - Maintenance of the Compensation Plan (Revised October 1, 2015, July 1, 2022)

The County Administrator shall make, or cause to be made, a comparative study of all factors affecting the
County's compensation plan. The study shall be undertaken every three to five years and shall consider rates of
pay for comparable positions in public and private employment in the area, fringe benefits, cost of living to date,
the County's financial condition and other pertinent factors.

The County Administrator shall recommend changes to the compensation plan to the Board of Supervisors. The
Board of Supervisors shall make changes to the compensation plan as appropriate.

Section 3.7 - Discretionary Time — Exempt Employees

Exempt employees are authorized reasonable amounts of discretionary time for extended periods of overtime,
subject to prior approval of the employee’s direct supervisor. Unlike non-exempt employees, exempt employees
work the number of hours necessary to “get the job done”, often more than 40 hours per week. Discretionary time
for exempt employees is not a matter of right, never accumulated, and not intended to compensate hour for hour
for extended work hours or late meetings. It is not used in lieu of, or in conjunction with, annual, holiday, or
sick leave. It is intended to meet professional and personal needs which surface during the work day, usually not
exceeding four (4) consecutive hours. This unstructured concept of discretionary time is in keeping with generally
accepted standards and spirit of professional conduct, and is not a matter of entitlement.

Section 3.8 - Locally Funded Supplements and Pay Increases for Employees of Constitutional
Officers (Adopted April 18, 2006)

Employees of Constitutional Officers not included in the County Pay and Classification Planmay receive locally
funded supplements to the salary set by the State Compensation Board. Supplements will be set at a flat rate
established by the Board of Supervisors and will not be included in the computation for Compensation Board
established increases. Locally funded employees of Constitutional Officers not included in the County Pay and
Classification Plan will be eligible to receive pay increases at the rate established by the Compensation Board
along with Compensation Board funded employees. Any local supplement received will be added as a flat amount
to the adjusted salary.

Salary supplements will be allocated to specific positions and cannot be reallocated among other positions unless
approved by the Board of Supervisors.

Section 3.9 - Saving Clause (Adopted December 15, 2005)
It is the County’s policy to comply with the salary basis requirements of the FLSA. Therefore, The County prohibits
all County department heads from making any improper deductions from the salaries of exempt employees. The

County wants employees to be aware of this policy and that the County does not allow deductions that violate the
FLSA.

What To Do If An Improper Deduction Occurs
If an employee believes that an improper deduction has been made to his/her salary, it should be immediately
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reported to the direct supervisor, or to the Office of Human Resources.

Reports of improper deductions will be promptly investigated. If it is determined that an improper deduction has
occurred, the employee will be promptly reimbursed for any improper deduction made.

Section 3.10 - On-Call Compensation (Effective July 1, 2016, Revised July 1, 2023)

It is the County’s policy to provide on-call compensation for non-exempt employees who are required to be
available by telephone after regular working hours and to respond in a reasonable period of time when called to
non-planned/non-scheduled work requiring the immediate attention of their department. Department Heads
identify and the County Administrator approves those positions considered essential to County operations after
normal working hours, thus eligible for on-call compensation, which shall be paid at the amount of four dollars
($4.00) per hour for each hour on-call outside of the employee’s regular scheduled work hours and 24 hours on
Saturday and on Sunday. Employees designated with an on-call duty status that are actually called out to work
will receive a minimum of two (2) hours of pay for each time they are called out.

An employee who is on approved sick leave or annual leave for a full day would not be eligible for on-call
compensation on that day. Time spent in on-call duty status shall not be counted as hours worked for the purposes
of calculating overtime. Hours worked for the purpose of calculating overtime begins with the notification that
work is required and when the employee’s total hours worked for a work period exceeds the overtime threshold,
the County’s Overtime policy applies (Article III, Section 3.4).

Requirements for on-call duty are as follows:

a. Be available for immediate contact; and

b. Be able to personally report to the emergency or other designated location within one (1) hour of original
notification or the reasonable response time as designed by the employee’s Department Head; and

c. Be able to satisfactorily perform their duties, including complying with the County’s Use of Alcohol and

Controlled Substances Policy (Article XI, Section 11.4).

Employees who fail to comply with or meet any of the enumerated on-call duty requirements may be subject to
disciplinary action up to and including termination.

Section 3.11 - Certified Paramedic Pay Differential (Effective July 1, 2018)

It is the County’s policy to provide a pay differential for non-exempt employees in the Emergency Services
Department that are certified as a Paramedic by the Commonwealth of Virginia Office of Emergency Medical
Services and are sanctioned by TEMS. The pay differential shall be $3,500 annually for full-time certified
Paramedics and $1.68 per hour for part-time certified Paramedics. The pay differential shall commence upon
employment if the new employee has the Paramedic certification and is TEMS sanctioned at the time of hire. If
an employee obtains the Paramedic certification after beginning employment, the employee shall inform the Chief
of Fire and Rescue and provide documentation of Paramedic certification and TEMS sanctioning. The Chief of
Fire and Rescue shall review all documentation and ensure that the information is submitted to the Human
Resources Department with a request for processing the pay differential for the employee effective with the
nearest upcoming pay period.

Section 3.12 — Longevity Pay (Effective July 1, 2021)

Longevity pay is an annual payment based on an employee’s full-time continuous service with the County. To be
eligible, employees must be in regular full-time status and completed the appropriate amount of continuous
services by June 30" of each fiscal year. The eligible employee will receive the following lump sum amount in
the month of November.



Years of Service Amount

25 years or more $1,000
20-24 years $800
15-19 years $600
10-14 years $400
5-9 years $250

Part-time employees that become full-time before July 1% and have continuous part time service will be credited
half of the years of service. Longevity Pay is subject to applicable taxes. Longevity Pay is not part of annual base
pay and an employee who terminates employment or is terminated shall not receive Longevity Pay.

ARTICLE IV - Conditions of Employment
(Revised November 6, 2000, April 7, 2005, December 15, 2005, February 2, 2006, October 16, 2006,
March 1, 2007, June 14, 2007, October 16, 2014, November 20, 2014, October 1, 2015,
August 18, 2016, July 1, 2019)

Section 4.0 - Employment Policy

The County Administrator is responsible for determining vacancies in the classified service and filling those
vacancies with qualified personnel, maintaining personnel files and records, developing and recommending
policies related to the personnel management function.

All recruiting, including the placement of job advertisements, shall be conducted consistent with County policies
and procedures as described in Article X. Whenever possible, vacancies shall be filled through open competition
except those instances where a department director seeks to fill the position by considering only internal
applicants.

Section 4.1 - Employment of Immediate Family Members (Revised February 2, 2006)
Members of an employee’s immediate family will be considered for employment on the basis of their
qualifications. However, immediate family members may not be hired if employment would:

J Create a supervisor/subordinate relationship with a family member;
o Have the potential for creating an adverse impact on work performance; or
o Create either an actual conflict of interest or the appearance of a conflict of interest.

This policy must be considered when assigning, transferring, or promoting an employee. For the purpose of this
policy, immediate family members are defined as: spouse, parent, guardian, brother, sister, son, daughter, father-
in-law, mother-in-law, grandparent, grandchild, step parent, step child or any other individual residing within the
same household.

Employees who become immediate family members may continue employment as long as it does not involve any
of the above. If one of the conditions outlined above should occur, attempts will be made to find a substitute
position within the County to which one of the employees will transfer. If employees become immediate family
members, the County will make reasonable efforts to assign job duties so as to minimize problems of supervision,
safety, security, or morale. If accommodations of this nature are not feasible, the employees will be permitted
to determine which of them will resign. If the employees cannot make a decision, the County will decide at its
sole discretion who will remain employed.



This policy does not apply to close relatives who already are employed by the County as of the effective date of
this policy.

Section 4.2 - Standards of Employment

Applicants must meet the specifications of the position as defined in the classification plan. Other reasonable
minimum standards for the position may be established by the County Administrator with the advice of the
department director.

Section 4.3 — Promotion (Revised October 16, 2006, October 1, 2015)
A promotion is defined as the graduation to a job with increased duties and responsibilities. A promotion shall be
accompanied by an increase in compensation.

When an employee is promoted to a position in a higher class, his/her salary shall be increased by a minimum of
five percent (5%) and/or have his/her salary be brought up to their new grade minimum (whichever is greater) so
that internal equity of salaries within the classification can be preserved. Any additional salary increase above the
minimum required requires approval by the County Administrator in instances of extenuating circumstances.
Promotional salary increases shall be effective on the first day of the pay period.

Section 4.4 — Demotion (Revised December 15, 2005; March 1, 2007, October 1, 2015)

A demotion is defined as the assignment to a position with a decrease in duties and responsibilities. When an
employee is demoted he/she will be paid at a rate which is within the range of the lower position. The rate of
salary reduction shall be at least five percent (5%) and/or his/her salary shall be no less than the new grade
minimum. If the employee's resulting salary is above the maximum of the new salary grade, the employee shall
be placed at the maximum of the new salary grade. The County Administrator may grant an exception to the
salary decrease requirements when the pay grade reduction is in support of organizational objectives and is not a
result of a disciplinary action, provided the employee’s salary does not exceed the maximum of the assigned pay
range.

Section 4.5 — Reclassification (Revised April 7, 2005, October 1, 2015)

Reclassification is not considered a promotion or demotion. A reclassification is defined as a change to the class
title or the grade assigned to a particular class title due to changes in the scope of work performed, duties, or
responsibilities assigned to the classification.

An employee whose position is reclassified to a higher salary grade shall receive a salary adjustment of a
minimum of five percent (5%) and/or have his/her salary be brought up to their new grade minimum (whichever
is greater) so that internal equity of salaries within the classification can be preserved. When an employee's
position is reclassified to a lower salary grade and his/her present salary is above the maximum for the lower grade,
the employee shall be permitted to continue at his/her present rate (except in the event of a general service-wide
reduction). The employee will not be entitled to a salary increase until salary grade adjustments allow for an
increase within the new grade.

Section 4.6 — Transfer (Revised November 6, 2000, October 1, 2015)
a. A transfer to a position in the same salary grade shall not result in an increase in pay.

b. A transfer from one County Department to another County Department or, from the Isle of Wight County
Public School System, Department of Social Services and/or Isle of Wight Constitutional Officers
employment, shall have their unused and uncompensated leave balances transferred and maintain their
seniority, subject to the limitation for maximum time of leave allowed to be accumulated under County
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policy provided:

C. Not more than 30 days lapse of time between the date of termination from said Departments,
Boards and Agencies to employment by the County.

d. The employee is a regular full-time employee who leaves the previous Department, Board or Agency in
good standing.

€. The transfer or employment of said employee has been approved by the County Administrator or his
designee and the leave balances do not exceed the maximum amount of time allowed to be accumulated
under County policies.

Section 4.7 - Reinstatement

An employee who has been separated because of a reduction in force or who has resigned in good standing shall
be eligible for consideration for reinstatement. Approvals of requests for reinstatement shall be the
responsibility of the County Administrator upon receiving a recommendation from the department director.

Anniversary dates for reinstated employees shall remain unchanged, except when a reinstated employee has
missed one full pay period or more from their position prior to reinstatement, in which case the anniversary date
shall be amended to reflect the days missed to the nearest full pay period. If the reinstatement date is prior to the
15th of the month, the anniversary date shall be the 1st of the month.

If the reinstatement date is after the 15th of the month, the anniversary date will be the 1st of next month.

Section 4.8 - Types of Employees (Revised February 2, 2006, October 16, 2014, July 1, 2019)

Regular Full-Time Employees

Those employees who are hired for an indefinite period of time without a stated limitation as to length of service
and who are employed to work forty (40) hours per week or its equivalency.

Regular Part-Time Employees

Those part-time employees who are hired for an indefinite period of time, in excess of six (6) months, without a
stated limitation as to length of service (other than continuation of program, position need and/or funding) and
who are employed to work a regular schedule of twenty-nine (29) hours per week or less.

Intermittent/On-Call Part-Time Employees

Those part-time employees who are hired for an indefinite period of time, in excess of six (6) months, without a
stated limitation as to length of service (other than continuation of program, position need and/or funding) and
who work as scheduled on an intermittent and/or on-call nature based on their availability and/or department
needs for no more than twenty-nine (29) hours per week.

Temporary Full-Time Employees
Those employees who are hired for a stated length of service, season or project and who are employed to work
forty (40) hours per week or its equivalency.

Temporary Part-Time Employees
Those part-time employees who are hired for less than six (6) months with a stated length of service, season or
project and who are employed to work thirty-nine 39 hours per week or less.
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Grant-Funded Employees

Those employees who are hired for a stated length of service, season or project and who are employed to work
the number of hours stated in the grant application. Grant-funded personnel are not eligible to participate in the
County’s monetary fringe benefits unless specified and funded through the grant.

Section 4.9 - Probationary Period (Revised June 14, 2007)

The probationary period shall be regarded as an integral part of the evaluation process and shall be utilized for
closely observing the employee’s work, for securing the most effective adjustment of a new employee to his/her
position and for rejecting any employee whose performance is not satisfactory. For most employees the
probationary period is six (6) months with the following exceptions:

New employees appointed to fire, emergency medical services, or dispatch positions shall serve a probationary
period of twelve (12) months.

Section 4.10 - Termination

Probationary employees may be terminated from employment at any time during the probationary period,
including any extensions thereof, at the discretion of management. The reason(s) for separation of any employee
who is within the probationary period shall be reviewed with the employee.

Section 4.11 - Extension of Probationary Period (Revised June 14, 2007)
Upon the recommendation of the department head and with the prior approval of the County Administrator or
his/her designee, an employee's probationary period may be extended. A written request for an extension should
be included in the Probationary Report specifying the length of the extension and the justifications. The extension
period should not exceed six (6) months beyond the initial hire or promotion date.

Section 4.12 - Promotional Probationary Appointment

The probationary period shall be used in connection with a promotional appointment in the same manner as it is
used in entrance appointments. If an employee is found to be performing in an unsatisfactory manner in his/her
new position he/she shall be counseled by the supervisor. If an employee is not retained in a promotional
assignment, he/she may request reinstatement to the former position or similar class. Reinstatement requests shall
be granted at the discretion of the County Administrator with a recommendation from the Director of Human
Resources.

Section 4.13 - Probationary Period Evaluation
Before the end of the probationary period, the department director shall indicate in writing to the County
Administrator or his/her designee:

that he/she has discussed the employee's accomplishments, strengths and weaknesses with the employee;
whether the employee is performing satisfactory work;

whether the employee should be retained in the position;

whether the employee, if a new appointee, should be dismissed;

whether the employee, if on probation following a promotion, should be reinstated in his/her former
class or related class; or

f. whether the employee should have his/her probationary period extended.

© a0 os

Section 4.14 - Outside Employment

Paid employment in addition to an employee's County position is discouraged. While employed by Isle of Wight

County, no employee may engage in other employment which presents a conflict of interest with his/her County

position and/or which interferes with and detracts from the efficient and effective performance of the employee's
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duties with the County.

Employees who desire to accept a position in addition to their County position shall, upon request, submit a written
report to their supervisor or department director detailing, at a minimum, the number of hours, type of work and
the schedule of work. The department director's written permission shall be obtained prior to commencing
additional employment.

An employee whose request for additional employment has been denied by the department director may appeal the
decision by requesting a review and recommendation from the County Administrator. The County Administrator
shall review the department director's reason(s) for denial, the employee's appeal and make a final determination.

Section 4.15 - Performance Evaluation

The County Administrator shall develop, or cause to be developed, a system for evaluating the work performance
of classified employees. The purpose of the employee performance evaluation shall be to inform employees about
how well they are performing their work and how they can improve their performance. The performance
evaluation may also be used in determining salary increases; as a factor in determining order of lay-off; as a basis
for training, promotion, demotion, transfer or dismissal; and for such other purposes as may be deemed advisable.

Section 4.16 - Period of Evaluation

Beginning with the date of original appointment or promotion, regular full-time employees shall be evaluated
before the end of the probationary period. After employees have been taken off probationary status their
performance shall be evaluated annually. Special performance evaluations may be conducted as necessary after
the department director has consulted the County Administrator.

Section 4.17 - Evaluation

Evaluations shall be prepared by the immediate supervisor of each employee and reviewed by the appropriated
department director. An employee in a supervisory position who is leaving a position shall submit performance
evaluation forms on all employees under his/her supervision who have not been evaluated within the previous
six-month period.

Section 4.18 - Review with Employee
Each regular full-time employee shall have the opportunity to review every evaluation made of him/her. Upon a
review of the evaluation, the employee shall note in writing his/her comments concerning the evaluation.

Section 4.19 - Withholding of Salary Increase

A department director may withhold a salary increase based upon an employee's performance evaluation for a
period not to exceed ninety (90) days. The decision to withhold a salary increase shall be made known to the
employee in writing within ten (10) working days of the performance evaluation. The employee's performance
shall be re-evaluated at the end of the withholding period and a determination made regarding the award of any
salary increase. Salary increases which have been withheld shall not be made retroactive.

Section 4.20 - Appeal of Employee Evaluation (Revised August 18, 2016)
All regular full-time and regular part-time employees who feel their performance evaluation was conducted unfairly have
the right of appeal in accordance with the process as follows:

1. The employee shall submit a written statement outlining his/her concerns with the performance evaluation
to his/her immediate supervisor.

2. The immediate supervisor shall discuss the employee’s appeal with his/her department head.
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3. The department head shall issue a formal written response to the employee denoting their findings and
actions, if any. If the issue is not resolved to the employee’s satisfaction by the department head, the
employee shall submit a written statement outlining his/her concerns with the performance evaluation to
the County Administrator. The County Administrator may delegate the handling of any meeting(s) and
formal written response(s) to the Assistant County Administrator.

4. The decision of the County Administrator or his/her designee, which shall be issued as a formal written
response to the employee, shall be final.

5. Employees are encouraged to contact the Human Resources Department for assistance in understanding
the appeals process.

The time periods for the process shall correspond to the time periods applicable under the County's Grievance
Procedure found in Chapter 1, Article VIII of the Policy Manual.

Section 4.21- Confidentiality of Evaluations
Performance evaluations shall be confidential and shall be made available only to (a) the employee being evaluated,
(b) his/her supervisor or department director, or (¢) the County Administrator and/or his/her designee.

Section 4.22 - Exit Interviews

An exit interview shall be conducted whenever possible and upon request of the employee or the department
director when an employee terminates employment for any reason. The interview shall be conducted on or before
the employee's last day of work during normal working hours, if possible. The interview shall be confidential
between the employee and the staff member conducting the interview. Information resulting from exit interviews
shall be released only in summary form to maintain confidentiality.

Section 4.23 - Administration
It shall be the responsibility of the County Administrator to monitor compliance with all conditions of
employment contained in this Article.

ARTICLE V - Leave Provisions
(Revised September 1, 2005, December 15, 2005, February 2, 2006, April 5, 2007, October 2, 2008,
January 8, 2009, June 19, 2014, October 16, 2014, December 18, 2014, April 1, 2015,
January 1, 2018, July 1, 2018, July 1, 2019, March 19, 2020, April 1, 2020, July 1, 2020,
January 7 and 21, 2021, July 1, 2023)

Section 5.0 - Annual Leave

(Revised September 1, 2005, October 16, 2014, April 16, 2015)

All regular full-time employees of Isle of Wight County assigned to a forty-hour workweek shall accrue annual
leave based on an eight (8) hour work day. All regular, part-time employees with regularly scheduled hours
between twenty (20) to twenty-nine (29) per week shall accrue annual leave at a rate of four (4) hours per month.
Leave shall be charged to the nearest quarter-hour increment. Eligible employees separating from County
employment shall be compensated for unused annual leave in the subsequent pay period after termination.

All regular full-time employees assigned to a 28-day cycle, as authorized within the 7k work period exemption

within the Fair Labor Standards Act, within the Department of Emergency Services shall have all leave charged
on an hour for hour basis and shall accrue annual leave based on the equivalent of an eight (8) hour work day.
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Section 5.1 - Calculated

(Revised April 5, 2007, June 19, 2014, April 16, 2015, January 1, 2018)

Annual leave for regular full-time employees, except those assigned to a 28-day cycle, shall be calculated at the
end of each pay period in accordance with the following schedule based on the employee’s total years of service
paid into a state or local retirement system, or employed with Isle of Wight County:

Total Years Hours Per Days Per

Of Service Month Year Maximum
0to5 8 12 288 hours
5+to 10 10 15 288 hours
10+ to 15 12 18 288 hours
15+to0 20 14 21 288 hours
20 or more 16 24 288 hours

Annual leave for regular full-time employees assigned to a 28-day cycle, as authorized within the 7k work period
exemption within the Fair Labor Standards Act, within the Department of Emergency Services shall be calculated
at the end of each pay period in accordance with the following schedule based on the employee’s total years of
service paid into a state or local retirement system, or employed with Isle of Wight County:

Total Years Hours Per Days Per

Of Service Month Year Maximum
0to5 11.2 16.8 403.2 hours
5+to 10 14 21 403.2 hours
10+ to 15 16.8 25.2 403.2 hours
15+ to 20 19.6 29.4 403.2 hours
20 or more 224 33.6 403.2 hours

Regular full-time employees on leave without pay for more than half of the workdays per pay period will not
accumulate annual leave hours for that pay period.

*Employees may exceed the maximum accrual amount of 288 hours (or 403.2 hours for those assigned to a 28-
day cycle) during the fiscal year; however, no more than 288 hours (or 403.2 hours for those assigned to a 28-day
cycle) may be carried over from one fiscal year to the next fiscal year. Any hours over 288 hours (or 403.2 hours
for those assigned to a 28-day cycle) will be automatically added to the sick leave balance up to a maximum of
eighty (80) hours (or one hundred-twelve (112) hours) per fiscal year.

Special Provisions for Fire Protection Employee Schedule Changes

1. When a regular full-time employee assigned to a 28-day cycle, as authorized within the 7k work period
exemption within the Fair Labor Standards Act, within the Department of Emergency Services transfers
from that 28-day cycle schedule to a 40-hour per week schedule or vice versa for an assignment greater
than 30 days, his/her leave balances and hourly rate of pay will be converted.

2. Full-time employees assigned within the Department of Emergency Services accrue and charge all leave
in accordance with applicable policy for the schedule to which assigned. In the event an employee is
temporarily assigned to another schedule for less than 30 days, the leave accrued and leave charged will
be adjusted to provide the same leave balance as if the employee had not been temporarily transferred.
Such determinations are made on a case-by-case basis by the Chief of Emergency Services and the
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Director of Human Resources.

3. Annual leave is converted or adjusted when an employee is transferred from one schedule to another to
provide the same leave balance value. When an employee is transferred from a 28-day cycle schedule to
a 40-hour per week schedule, the employee’s annual leave balance will be divided by 1.4 to give the
adjusted balance. When an employee is transferred from a 40-hour per week schedule to a 28-day cycle
schedule, the employee’s balance will be multiplied by 1.4 to give the adjusted balance.

New Hires
New hires shall accrue annual leave for the month of initial hire according to the date of hire as follows:

Date of Month Percent of Annual Leave Accrued
15tto 7t 100%
gthto 231 50%
24Mt0 last 0%

Section 5.2 — Approval (Revised June 19, 2014, April 16, 2015)
The earliest possible notice, preferably two weeks, of intent shall be given by any employee who is eligible to
take annual leave. Annual leave taken without prior approval may not be paid.

Each department shall be responsible for the scheduling of annual leave of its employees and doing so without
decreasing the operating efficiency of the department.

Employees shall be paid for unused accrued annual leave up to the allowed maximum of 288 hours (or 403.2 hours
for those regular full-time employees assigned to a 28-day cycle, as authorized within the 7k work period
exemption within the Fair Labor Standards Act, within the Department of Emergency Services) at the time of
retirement, resignation, termination, or death. In instances of reduction in force, an employee shall be paid for
their actual unused accrued annual leave with no maximum cap enforced.

Section 5.3 - Sick Leave
(Revised December 19, 2013, September 1, 2005, October 16, 2014, April 16, 2015, July 1, 2018, July 1, 2023)

Sick leave is defined as leave with pay granted for personal illness of the employee or an immediate family member
and for medical and dental appointments of the employee or immediate family member. For purposes of this sick
leave policy (Section 5.3), the immediate family of an employee is defined as: parents (natural, adoptive, foster
or step), spouse, children (natural, adoptive, foster or step); grandchildren and grandparents.

Abuse of Sick Leave

Any employee who abuses the use of sick leave will be subject to disciplinary action. A physician’s
certification/statement may be requested to validate sick leave when there is a pattern of absenteeism. Leave usage
will be charged in quarter-hour increments. Events that may lead to disciplinary action include, but not limited to,
falsifying illness or reasons for using sick leave, unsubstantiated excessive use of sick leave and failure to comply
with the authorization requirements above. Disciplinary action may include loss of pay up to and including
termination.

Accrual Rates

Regular, full-time employees who are Plan 1 or Plan 2 Virginia Retirement System (VRS) members: Sick

leave is accrued at a rate of eight (8) hours per month (four (4) hours per pay period worked), with the exception
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of regular full-time employees assigned to a 28-day cycle, as authorized within the 7k work period exemption
within the Fair Labor Standards Act, within the Department of Emergency Services, who accrue sick leave at a
rate of 11.2 hours per month (5.6 hours per pay period worked). Employees must work more than half of the
workdays per pay period in order to accrue sick leave for that pay period. Sick leave balances may be carried over
from year to year and shall be unlimited.

Special Provisions for Fire Protection Employee Schedule Changes

L. When a regular full-time employee assigned to a 28-day cycle, as authorized within the 7k work period
exemption within the Fair Labor Standards Act, within the Department of Emergency Services transfers
from that 28-day cycle schedule to a 40-hour per week schedule or vice versa for an assignment greater
than 30 days, his/her leave balances and hourly rate of pay will be converted.

2. Full-time employees assigned within the Department of Emergency Services accrue and charge all leave
in accordance with applicable policy for the schedule to which assigned. In the event an employee is
temporarily assigned to another schedule for less than 30 days, the leave accrued and leave charged will
be adjusted to provide the same leave balance as if the employee had not been temporarily transferred.
Such determinations are made on a case-by-case basis by the Chief of Emergency Services and the
Director of Human Resources.

3. Sick leave is converted or adjusted when an employee is transferred from one schedule to another to
provide the same leave balance value. When an employee is transferred from a 28-day cycle schedule to
a 40-hour per week schedule, the employee’s sick leave balance will be divided by 1.4 to give the adjusted
balance. When an employee is transferred from a 40-hour per week schedule to a 28-day cycle schedule,
the employee’s balance will be multiplied by 1.4 to give the adjusted balance.

Regular, full-time employees who are Hybrid Virginia Retirement System (VRS) members:

Sick leave is accrued at a rate of six (6) hours per month (three (3) hours per pay period) worked. Employees
must work more than half of the workdays per pay period in order to accrue sick leave for that pay period. Up to
72 hours may be carried over to the next fiscal year. At the end of each fiscal year, all sick leave in excess of the
maximum carry-over balance of 72 hours which is unused by the pay period which includes June 30, is forfeited.
Sick leave is accrued when the employee is on short-term disability.

Regular (non-temporary) part-time employees: who work a schedule of 20 — 29 hours per week will accrue
sick leave at a rate of four (4) hours per month.

Section 5.4 — Notification (Revised December 18, 2014)

So that accurate records can be kept, an employee (or his/her representative) shall notify his/her department
director, supervisor, or whomever designated by the employee’s department, promptly by telephone, messenger,
or other such means designated by the employee’s department, no later than one-half hour after reporting time,
if physically possible. Departments may designate a more specific time period required for advanced notification
of the need to utilize sick leave as needed for effective business operations. Abuse of this policy may result in
disciplinary action.

Once sick leave has been exhausted, other leave policies may apply (e.g., annual leave, leave without pay, etc.).
Absence for a job-related injury shall be recorded in accordance with Article VI, Section 6.6 Workers’
Compensation.

Regular employees on approved sick leave shall be paid their prevailing wage based on the prevailing scheduled
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workweek not to exceed forty (40) hours per week. Leave will be charged in quarter-hour increments.

Section 5.5 - Payment of Sick Leave Upon Retirement
(Revised December 19, 2013, December 15, 2005, July 1, 2018)

Regular, full-time employees, regardless of Virginia Retirement System (VRS) Plan type: Employees
retiring from VRS service who have less than fifteen (15) years of service with Isle of Wight County are paid a
lump sum for twenty-five percent (25%) of their sick leave balance at the time of retirement up to a maximum of
$2,500.00 in the subsequent pay period after the effective date of retirement. The remaining seventy-five percent
(75%) of the sick leave balance is forfeited.

Employees who retire with fifteen (15) or more years of continuous service with Isle of Wight County may elect
to be paid a lump sum for twenty-five percent (25%) of their sick leave balance, not to exceed $2,500.00 OR they
may convert up to fifty percent (50%) of their unused sick leave balance into VRS service credit to enhance their
VRS benefit. The service credit will be calculated based on an actuarial equivalent rate. If this option is selected,
no additional monies will be paid out beyond the amount calculated for the purchase of service credit.

Section 5.6 - Funeral Leave (Revised July I, 2017, July 1, 2019)
Funeral Leave shall be defined as leave with pay granted to provide regular full-time employees with sufficient
time to deal with the death of an immediate family member as defined in Section 4.1.

Following the death of an immediate family member, regular full-time employees (except those assigned to a 28-
day cycle) shall be provided up to twenty-four (24) hours of consecutive paid leave. Following the death of an
immediate family member, regular full-time employees assigned to a 28-day cycle, as authorized within the 7k
work period exemption within the Fair Labor Standards Act, within the Department of Emergency Services shall
be provided up to thirty-six (36) hours of consecutive paid leave. The leave shall commence upon notification
and approval by the department director. This may be extended in unusual circumstances by the County
Administrator. In the event of multiple deaths in the employee's immediate family, each death shall be treated
separately, and funeral leave granted accordingly.

If more than the allotted number of days' leave is required, or if leave is desired for a death other than the
immediate family, annual and/or compensatory leave may be applicable.

Section 5.7 - Leave Without Pay

The County Administrator may grant a leave of absence without pay for a period of up to five (5) days if conditions
warrant. An employee is required to request in writing the reason(s) for leave without pay status. An extension of
this leave period may be granted if approved by the County Administrator. Leave without pay shall be granted
only when all other eligible leave time (sick, vacation, compensatory, etc.) has been exhausted. When leave
without pay has not been granted, the employee shall be on unauthorized leave. When leave without pay occurs
before or after a holiday no credit in pay will be given for the holiday.

An employee on leave without pay for more than half of the work days in a pay period shall not accumulate
annual or sick days for that pay period or receive any County provided match benefits for that pay period. An
employee on leave without pay for more than half of the work days per calendar month shall not earn credit for
retirement in the Virginia Retirement System nor receive the local contribution for life insurance coverage for
that month. Should the employee elect to continue benefits while on leave without pay, the employee may elect to
reimburse the County for such benefits to include any required County match.

Section 5.8 - Military Leave (Revised February 2, 2006, February 19, 2015)
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Any employee who is or may become a member of any reserve component of the armed forces of the United
States shall be granted an unpaid leave of absence from his/her respective duty without loss of time, regular leave,
accrued leave, impairment of employee evaluation, or any other rights or benefits to which he is otherwise entitled,
for all periods of military service of the state or the United States, under competent orders, in accordance with
applicable law. Employees will also be granted time off for military training. Employees should advise their
supervisor and/or department head of their training schedule and/or other related obligations as far in advance as
possible. Employees on military leave may substitute their accrued paid leave time for unpaid leave.

Continuation of Health Benefits

During a military leave of less than 31 days, an employee is entitled to continued group health plan coverage
under the same conditions as if the employee had continued to work. For military leaves of more than 30 days,
an employee may elect to continue his/her health coverage for up to24 months of uniformed service, but will be

required to pay all of the premium for the continuation of coverage, calculated in the same manner as that required
by COBRA.

Requests for Active or Reserve Duty

Upon receipt of orders for active or reserve duty, an employee shall notify his/her supervisor, as well as Human
Resources, as soon as possible, and submit a copy of the military orders to his/her supervisor and the Human
Resources Department.

Reinstatement

Upon return from military service, an employee may be reinstated into the employment of Isle of Wight County
in accordance with the provisions of Title 38, Sections 4312, 4313 and 4316 of the United States Code of Section
44-93.3 of the Code of Virginia (1950, as amended), as such sections may be amended from time to time and as
may be applicable to the type of military service performed by the employee. The County is committed to fully
complying with the Uniformed Services Employment and Reemployment Rights Act of 1994, as amended, and
all other laws granting rights to employees based on past, present, or future service in the United States Armed
Forces, all of which laws shall control over any conflicting provisions in the County Policy.

Section 5.9 - Court Leave (Revised February 19, 2015)

An employee's absence from work for jury duty or for attending court as a witness shall be defined as court leave.
Before court leave is granted, the employee must submit a copy of the official summons for jury duty or witness
service to the Human Resources Department prior to the beginning date of such service. Any employee appearing
in court either as a defendant or plaintiff in a case shall not be eligible for court leave.

An employee having been granted court leave shall be compensated at their regular rate of pay during court
appearances. Any compensation for jury duty as well as for witness service maybe retained by the employee.

Employees summoned by a court for the purpose of qualifying for jury duty are entitled to court leave for the
actual period of absence, whether or not they are selected to serve. If the employee's presence is required for less
than a full work day, the employee is required to contact his/her department concerning return to work. Any
employee who fails to contact his/her department risks the loss of pay for that day.

Section 5.10 - Accumulation
Any employee taking court leave shall be credited with having worked for the duration of the leave. The
employee shall be allowed to accumulate all other eligible benefits.

Section 5.11 - Unauthorized Leave (Revised February 19, 2015)
Unauthorized leave shall be defined as an absence from the job during a scheduled work period without the
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approval of the employee's supervisor or department director. Also, the failure to report to work at the expiration
of an authorized leave without the approval of an extension of time, shall be considered unauthorized leave. An
unauthorized absence from duty duringrequired hours of attendance shall be treated as unauthorized leave. The
employee shall be subject to disciplinary action in accordance with the provisions of the disciplinary policy.

Section 5.12 - Leave Under the Family and Medical Leave Act (FMLA)
(Revised April 7, 2005, January 8, 2009, December 18, 2014, July 1, 2018, April 1, 2020, January 7, 2021,
July 1, 2023)

Isle of Wight County will grant eligible employees up to 12 workweeks of job unpaid job protected leave for
specified family and medical reasons (or up to 26 weeks of military caregiver leave to care for a covered service
member with a serious injury or illness) during a 12-month period. The leave may be paid, unpaid, or a
combination of paid and unpaid leave, depending on the circumstances of the leave and as specified in this policy.
During this leave, an eligible employee is entitled to continued group health plan coverage. At the conclusion of
the leave, subject to some exceptions, an employee generally has a right to return to the same or equivalent position.
The function of this policy is to provide employees with a general description of their FMLA rights. In the event
of any conflict between this policy and the applicable law, employees will be afforded all rights required by law.
Employees with questions about what illnesses serious health conditions are covered under the FMLA policy or
under the County’s Sick Leave Policy are encouraged to consult with the County’s Human Resources Department.

Employee Eligibility
To be eligible for FMLA leave, an employee must have been employed by Isle of Wight County:

o for at least 12 months (which need not be consecutive). Separate periods of employment will be counted,
provided the break in service does not exceed seven years. Separate periods of employment will be counted if the
break in service exceeds seven years due to National Guard or Reserve military service obligations or when there
is a written agreement. For eligibility purposes, an employee will be considered to have been employed for an entire
week even if the employee was on the payroll for only part of a week or if the employee is on leave during the
week; and

o for at least 1,250 hours during the 12-month period immediately before the date when the leave is
requested to commence. The principles established under the Fair Labor Standards Act (FLSA) determine the
number of hours worked by an employee. The FLSA does not include time spent on paid or unpaid leave as hours
worked. Consequently, these hours of leave shall not be counted in determining the 1,250 hours eligibility test for
an employee under FMLA; and

o at a worksite where 50 or more employees are employed by the County within 75 miles of
that office or worksite. The distance is to be calculated by using available transportation by the most direct route.

Circumstance that Qualify for FMLA Leave
Eligible employees may take up to 12 workweeks for FMLA in a 12-month period for the following qualifying
reasons:

o The birth of a child and to bond with the newborn child within one year of birth.

o The placement of a child with the employee for adoption or foster care, and to bond with the newly
placed child within one year of placement.
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. A serious health condition that makes the employee unable to perform the functions of his
or his job, including incapacity due to pregnancy and for prenatal medical care.

. To care for the employee’s spouse, son, daughter or parent (but not in- law) with a serious health
condition (described below); including incapacity due to pregnancy and for prenatal medical care;

J Any qualifying exigency arising out of the fact that the employee’s spouse, son, ex daughter, or parent is

on active duty or called to covered active duty status in support of contingency operations as a member of the
National Guard or Reserves (described below); and/or,

In addition, eligible employees may take up to 26 workweeks of leaving in a single 12-month period to care for
a covered servicemember with a serious injury or illness if the employee’s spouse, son or daughter, parent, or
next of kin of a covered service member or veteran requires care due to a serious injury or illness (described
below).

Immediate Family Members

Employees can take FMLA leave to the serious health condition of the following immediate family members:
o Spouse

° Parent

o Son or Daughter

Spouse

Spouse means a husband or wife as defined or recognized in the state where the individual was married, including in a
common law marriage or same-sex marriage. Spouse also includes a husband or wife in a marriage that was validly
entered into outside the United State, if the marriage could have been entered into at least one state.

Parent
Parent means a biological, adoptive, step or foster father or mother, or any individual who stood in loco parentis to the
employee when the employee was a child. This does not include “parent-in-law”.

Son or Daughter

Son or daughter means a biological, adopted or foster child, a stepchild, a legal ward or a child of a person standing in
loco Prentis, who is under 18 years of age or who is 18 years of age or older and incapable of self-care because of a
mental or physical disability at the time that FMLA leave is to commence. The onset of a disability may occur at any age
for purposes of the definition of an adult “son or daughter” under the FMLA. The County can request that the employee
provide reasonable documentation of the qualifying family relationship.

Serious Health Condition

A “serious health condition” is defined as any illness, injury, impairment, or physical or mental condition that
requires inpatient care or continuing treatment by a health care provider. The FMLA does not apply to routine
medical examinations, such as a physical, or to common medical conditions.

Continuing treatment by a licensed health care provider means any one of the following:
Inpatient Care

An overnight stay in a hospital, hospice, or residential medical care facility. Includes any period of incapacity or
any subsequent treatment in connection with the overnight stay.
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Continuing Treatment by a Health Care Provider (any one or more of the following):
Incapacity Plus Treatment

o A period of incapacity of more than three consecutive, full calendar days, and any subsequent treatment
or period of incapacity relating to the same condition, that also involves:
o Two or more in-person visits to a health care provider for treatment within 30 days of the first day of

incapacity unless extenuating circumstances exist. The first visit must be within seven days of the first
day of incapacity: or,

o At least one in-person visit to a health care provider for treatment within seven days of the first day of
incapacity, which results in a regimen of continuing treatment under the supervision of the health care
provider. For example, the health provider might prescribe a course of prescription medication or
therapy requiring special equipment.

Pregnancy
Any period of incapacity due to pregnancy or for prenatal care.

Chronic Conditions

Any period of incapacity due to or treatment for a chronic serious health condition, such as diabetes, asthma,
migraine headaches. A chronic serious health condition is one which requires visits to a health care provider (or
nurse supervised by the provider) at least twice a year and recurs over an extended period of time. A chronic
condition may cause episodic rather than a continuing period of incapacity

Permanent or Long-term Conditions

A period of incapacity which is permanent or long-term due to a condition for which treatment may not be
effective, but which requires the continuing supervision of a health care provider, such as Alzheimer’s disease
or the terminal stages of cancer.

Conditions Requiring Multiple Treatments

. Restorative surgery after an accident or other injurys; or,

. A condition that would likely result in a period of incapacity of more than three consecutive, full calendar days if
the employee or employee’s family member did not receive the treatment

Military Family Leave

The military family leave provisions of the FMLA entitle eligible employees of covered employers to take
FMLA leave for:

. Any “qualify exigency” arising from the foreign deployment of the employee’s spouse, son, daughter,
or parent with the Armed Forces, or
. To care for a covered service member with a serious injury or illness if the employee is the

servicemember’s spouse, child, parent, or next of kin.

Qualifying Exigencies — A qualifying exigency is a non-medical, non-routine activity that is directly related to

the covered military member’s covered active duty or call to active-duty status. To be eligible, the employee

must have a spouse, parent, or child on covered active duty to a foreign country or call to covered active duty

status in the Armed Forces or reserve component of the Armed Forces in support of a contingency operation to a

foreign country. Categories of qualifying exigencies in the FMLA regulations include:

1. Issues arising from the military member’s short notice deployment (deployment within seven or fewer
days of notice;
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2. To attend Military events and related activities;

Certain temporary childcare arrangements and school activities (but not for ongoing childcare or routine

academic concerns);

4.  To make or update financial and legal arrangements to address a military member’s absence;

5. To attend counseling for the employee, the military member, or a child of the military member the need

for that counseling arises from the covered active duty or call to covered active-duty status of the military

member and the counseling is provided by someone other than a health care provider (such as a member

of the clergy);

To spend up to 15 calendar days with a military member who is on rest and recuperation leave;

7. To attend post-deployment activities within 90 days of the end of the military member’s covered active
duty or to attend to issues arising from the death of a military member while on covered active duty.

8.  Care of the military member’s parent (when the parent of the military member is incapable of self-care);
and

9.  Additional activities which arise out of the military member’s covered active duty or call to active duty
status provided that both the County and employee agree that such leave shall qualify, and agree to both
the timing and duration of such leave.

(O8]

a

Military Caregiver Leave

Military caregiver leave allows an eligible employee who is the spouse, son, daughter, parent or next of kin of a
covered servicemember with a serious injury or illness to take up to a total of 26 workweeks of unpaid leave
during a “single 12-month period” to provide care for the servicemember.

A Covered Servicemember is either:

. A current service member of the Armed Forces including a member of the U. S. National Guard or Reserves
who is undergoing medical treatment, recuperation, or therapy is otherwise in outpatient status, or is
otherwise on the temporary disability retired list for a serious injury or illness or:

. A veteran who is undergoing medical treatment, recuperation, or therapy for a serious injury or illness, and
who was discharged within the previous five years before the employee takes military caregiver leave to
care for the veteran.

Amount of Leave

Employees take FMLA leave in a defined 12-month period or “leave-year”. When an employee’s need for
FMLA extends beyond the 12-month leave year, any additional time the employee requests count against his or
entitlement for the next leave year. The County uses a rolling 12-month period measured backward from the
date the employee uses FMLA leave.

For regular full-time employees, 12 workweeks of leave equates to 480 hours (674 hours for 24-hour Emergency
Services employees assigned to a 28-day cycle).

As with other paid leave types, FMLA leave is available in increments of quarter-hours (15 minutes) and an
employee may not be required to take more leave than necessary to address the circumstances that precipitated
the need for leave.

1. When Both Spouses Work for the County - When both spouses are employed by Isle of Wight County, they
are together entitled to a combined total of 12 (or 26) workweeks of FMLA leave within the designated 12
month period for the birth and care of a newborn child, adoption, or foster care placement of a child with
the employees, to care for a parent (but not in-law) with a serious health condition, or to care for a covered
service member with a serious injury or illness. Each spouse may be entitled to the remaining amount of
FMLA leave for other FMLA qualifying reasons such as the case for a child with a serious health condition

23




or due to one’s own serious health condition. For example, if each spouse took 6 weeks of leave to care for
a healthy newborn child, each could later use an additional 6 weeks due to his/her own serious health
condition or to care for a spouse, child, or parent with a serious health condition.

2. Time Limitation When Leave is taken for Birth/Placement - Leave for birth and to care for a newborn, or
for a newly placed child for adoption or foster care must conclude within 12 months after the birth or
placement of the child.

Intermittent or Reduced Work Schedule Leave

“Intermittent leave” is leave taken in separate blocks of time due to a single qualifying reason (hours/days are
taken periodically over a period of time). “Reduced work schedule leave” is leave that reduces an employee’s
usual number of hours per workweek or hours per workday, resulting in a reduced hour schedule. In all cases, the
leave may not exceed a total of 12 workweeks (or 26 workweeks to care for an injured or ill service member or
veteran over a 12-month period).

Leave to care for a newborn or a newly placed child must be taken all at once, and may not be taken intermittently
or on a reduced work schedule.

Leave taken because of an employee’s own serious health condition, or to care for an employee’s spouse, child,
or parent with a serious health condition, may be taken all at once or, where medically necessary, intermittently
or on a reduced work schedule.

If an employee takes leave intermittently or on a reduced work schedule basis for planned medical treatments, the
employee must, when requested, attempt to schedule the leave so as not to unduly disrupt the County’s operations.
When an employee takes intermittent or reduced work schedule leave for the employee or employee’s family
member and for foreseeable planned medical treatment, the County may temporarily transfer the employee to an
alternative position with equivalent pay and benefits for which the employee is qualified and which better
accommodates the intermittent or reduced work schedule.

Substitution of Paid Leave

An eligible employee may choose to substitute accrued paid leave (annual, sick, compensatory, or sick bank
leave) for FMLA leave. Substitute means that the accrued paid leave will run concurrently with the unpaid
FMLA leave.

Requests for FMLA Leave

All employees requesting FMLA leave must provide verbal or written notice of the need for the leave to the
Human Resources Department as soon as the employee knows that leave will be needed. An employee does not
need to expressly assert his/her FMLA rights for an absence to be covered by FMLA. However, sufficient
information must be provided for Human Resources to determine if the leave qualifies for FMLA protection and
the anticipated timing and duration of the leave. If sufficient information is not provided, Human Resources will
contact the employee to inquire further as to the reason for the leave. Within five business days after the employee
has provided this notice of the need for FMLA leave, the Human Resources Department will complete and provide
the employee with the Department of Labor Notice of Eligibility and Rights and Responsibilities form. The
employee will be provided the Request for Family/Medical Leave form and submit it to the Human Resources
Department. The employee will be provided the FMLA Policy.

When leave is foreseeable for childbirth, placement of a child or planned medical treatment for the employee’s or

family member’s serious health condition, the employee must provide the County with at least 30 days advance

notice, or such shorter notice as is practicable (it is expected that an employee will give notice to the employer
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within no more than one or two working days of learning of the need for leave, except in extraordinary
circumstances). When the timing of the leave is not foreseeable, the employee must comply with the County’s
usual and customary notice and procedural requirements for requesting leave, absent unusual circumstances.

Required Documentation
When leave is taken to care for a family member, the County may require the employee to provide documentation
or statement of family relationship (e.g., birth certificate or court document).

An employee shall be required to submit medical certification from a health care provider to support a request for
FMLA leave for the employee’s or a family member’s serious health condition. Medical certification forms
(Department of Labor Certification of Health Care Provider for Employee’s Serious Health Condition form) are
available in the Human Resources Department. The employee’s job description to include the essential
functions/physical requirements should be furnished to the health care provider completing the Certification of
Health Care Provider for Employee’s Serious Health Condition form. The employee must respond to such arequest
for medical certification within 15 days of the request or provide a reasonable explanation for the delay. Failure to
provide certification may result in a denial of leave or continuation of leave.

During FMLA leave, the County may request that the employee provide recertification of a serious health condition
at intervals in accordance with the FMLA. In addition, on a basis that does not discriminate against employees on
FMLA leave, the County may require an employee on FMLA leave to report periodically on the employee’s status
and intent to return to work. The County may provide the employee’s health care provider with the employee’s
attendance records and ask whether the need for leave is consistent with the employee’s serious health condition.
If the employee’s anticipated return to work date changes and it becomes necessary for the employee to take more
or less leave than originally anticipated, the employee must provide the County with reasonable advance notice
as soon as practicable of the employee’s changed circumstances and new return to work date. If the employee gives
the County notice of intent not to return to work, the employee will be considered to have voluntarily resigned.
If the employee voluntarily terminates his/her employment while taking leave covered by FMLA, the County’s
FMLA obligations to the employee cease.

The County has the right to ask for a second medical opinion. The County will pay for any such second medical
opinion necessary. Arrangements are coordinated through the Human Resources Department.

Certification of Military Family Leave:

1. Qualifying Exigency - To certify a qualifying exigency for military FMLA leave, the County will require
certification within 15 days of the request or provide a reasonable explanation for the delay. Failure to
provide certification may result in a denial of leave or continuation of leave. Qualifying exigency forms
(Department of Labor Certification of Qualifying Exigency for Military Leave form) are available in the
Human Resources Department.

2. Military Caregiver Leave - To certify a serious injury or illness of the covered service member or veteran,
the County will require certification within 15 days of the request or provide a reasonable explanation for
the delay. Failure to provide certification may result in a denial of continuation of leave. Certification
forms (Department of Labor Certification for Serious Injury or Illness of Covered Service Member for
Military Family Leave” form) are available in the Human Resources Department. Other types of
certification may include providing a copy of an Invitational Travel Order (ITO) or Invitational Travel
Authorization (ITA) issued to any member of the covered service member’s family. Alternatively,
documentation of enrollment in the VA Program of Comprehensive Assistance for family caregivers is
sufficient, but the County may require additional information in accordance with the federal regulations.
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FMLA leave may be delayed or denied if the appropriate documentation is not provided in a timely manner. Also,
a failure to provide requested documentation of the reason for an absence from work may lead to termination of
employment.

The Human Resources Department is responsible for reviewing and maintaining all medical documentation
including medical certifications and doctor’s notes. All records related to an employee’s medical condition are
strictly confidential and may be discussed only with those who have a bona fide need to know.

Use of Paid or Unpaid Leave

FMLA provides eligible employees with up to 12 (or 26) workweeks of unpaid leave. Therefore, FMLA leave
may be paid, unpaid, or a combination of paid and unpaid leave, depending on the circumstances of the leave and
the employee’s accrued paid leave available. An employee who is taking FMLA leave because of the employee’s
own serious health condition or the serious health condition of a family member must use any qualifying paid
leave prior to being eligible for unpaid leave. Qualifying paid leave is leave that would otherwise be available to
the employee for the purpose for which the FMLA leave is taken. The remainder of the 12 (or 26) workweeks of
leave, if any, will be unpaid FMLA leave. Any paid leave used for an FMLA qualifying reason will be charged
against an employee’s entitlement to FMLA leave. The substitution of paid leave for unpaid leave does not extend
the 12 (or 26) workweek leave period.

An employee who is taking leave for the adoption or foster care of a child must use all paid annual and personal
leave prior to being eligible for unpaid leave. An employee who is using military FMLA leave for a qualifying
exigency must use all paid annual and personal leave prior to being eligible for unpaid leave. An employee using
FMLA military caregiver leave must use all paid annual, personal, or sick leave (as long as the reason for the
absence is covered by the sick leave policy) prior to being eligible for unpaid leave.

Designation of Leave

Within five (5) business days after the employee has submitted the appropriate certification form, the Human
Resources Department will provide the employee with a written response to the employee’s request for FMLA
leave (using the Department of Labor Designation Notice). The County may provisionally designate the
employee’s leave as FMLA leave if the County has not received medical certification or has not otherwise been
able to confirm that the employee’s leave qualifies as FMLA leave. Sick leave may be run concurrently with
FMLA leave if the reason for the FMLA leave is covered by the established policy. Leave for the birth of a child
and for an employee’s serious health condition, including workers’ compensation leave (to the extent that it
qualifies), will be designated as FMLA leave and will run concurrently with FMLA. If the employee has leave to
be counted as FMLA leave, the employee must notify the Human Resources Department as soon as possible of the
employee’s return to work that the leave was for an FMLA reason.

If an employee takes paid leave for a condition that progresses into a serious health condition and the employee
requests unpaid leave as provided under this policy, the County may designate all or some portion of related leave
taken as FMLA leave, to the extent that the earlier leave meets the necessary qualifications.

Maintenance of Health Insurance Benefits and other Benefits

During FMLA leave, an employee is entitled to continued group health plan coverage at thesame level and under
the same conditions as if the employee had continued to work. If the employee chooses not to return to work for
reasons other than a continued serious health condition of the employee or the employee’s family member or a
circumstance beyond the employee’s control, the County will require the employee to reimburse the County the
amount it paid for the employee’s health insurance premium during the leave period.

To the extent that an employee’s FMLA leave is paid, the employee’s portion of health insurance premiums will
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be payroll-deducted from the employee’s paycheck. While on unpaid leave, the employee must continue to make
this payment, either in person or by mail.

If the employee’s payment of health insurance premiums is more than 30 days late, the County may discontinue
health insurance coverage for the duration of the leave upon at least 15 days’ notice to the employee prior to the
employee’s loss of coverage.

If the employee contributes to a life insurance plan, disability plan, or any other voluntary contributions to benefit
plans, the County will continue making payroll deductions while the employee is on paid FMLA leave. While the
employee is on unpaid FMLA leave, the County will discontinue coverage during the FMLA leave. Upon the
employee’s return from FMLA leave, payroll deductions will recommence.

Return to Work From Approved Leave

Upon the return to work from approved FMLA leave that was twelve (12) workweeks or less in duration, the
employee will be restored to the position of employment held by the employee when the leave commenced or
restored to an equivalent position with equivalent status, benefits, pay, and other terms and conditions of
employment.

An employee that takes FMLA leave that was twelve (12) workweeks or less in duration may be required to
provide a fitness for duty clearance from the health care provider stating that the employee is able to resume work
and/or if there are any limitations. This requirement will be included in the employer’s response to the FMLA
request.

An employee’s return to work may be delayed or denied if the appropriate documentation is not provided in a
timely manner. Also, a failure to provide requested documentation of the reason for an absence from work may
lead to termination of employment.

Limitations on Reinstatement

An employee is entitled to reinstatement only if he/she would have continued to be employed had FMLA not been
taken. Thus, an employee is not entitled to reinstatement if, because of a layoff, reduction in force, or other reason,
the employee would not be employed at the time job restoration is sought.

The County reserves the right to deny reinstatement to salaried, eligible employees who are among the highest paid
ten (10) percent of the County’s employees employed within 75 miles of the worksite (“key employees”) if such
denial is necessary to prevent substantial and grievous economic injury to the County’s operations.

Failure to Return to Work Following FMLA Leave

If the employee does not return to work following the conclusion of FMLA leave, the employee will be considered
to have voluntarily resigned. The County may recover health insurance premiums that were paid on behalf of the
employee during an unpaid FMLA leave except that the County’s share of such premiums may not be recovered
if the employee fails to return to work because of other circumstances beyond the employee’s control. In such
cases, the County may require the employee to provide medical certification of the employee’s or family
member’s serious health condition.

For further information or clarification about FMLA leave, please contact the Human Resources Department.

Payment under the Emergency FML Expansion Act

Full-time Employees:
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When leave is needed due to a school or childcare closure, the first ten (10) days of the leave shall be unpaid,
unless the employee requests to use his/her public health emergency leave (PHE leave) (up to 80 hours), if
available, and/or elects to substitute any other accrued paid leave other than sick leave to cover the unpaid leave
time. After the first 10 days of leave, subsequent absences for this reason shall be paid at the rate of two-thirds
(2/3) of the employee’s regular rate of pay, capped at $200 a day and $10,000 in aggregate. A Designation
Notice of FMLA will be sent to an employee using the Expanded FMLA for childcare advising him/her that the
leave will be designated as such.

Part-time Employees:

When leave is needed due to a school or childcare closure, the first ten (10) days of the leave shall be unpaid,
unless the employee requests to use his/her PHE leave, if available, and/or elects to substitute any other accrued
paid leave other than sick leave to cover the unpaid leave time.

a. Part-time employees with at least 30 days of service with a regular schedule shall receive leave not to
exceed the number of work hours the employee is normally scheduled to work in a two-week period.
After the first ten (10) days of leave, subsequent absences for this reason shall be paid at the rate of two-
thirds (2/3) of the employee’s regular rate of pay, capped at $200 a day and $10,000 in aggregate. For
example, a part-time employee who normally works twenty (20) hours per week would be eligible for up
to twenty (20) hours of leave per week for twelve weeks, with ten of the weeks paid at the rate of 2/3
his/her regular rate of pay

b. Part-time employees with at least 30 days of service whose schedule varies (on-call/intermittent/temporary
and/or seasonal) shall receive leave equal to the average number of hours that the employee was scheduled
per day over the 6-month period immediately preceding the request for leave. For example, if the employee
requested leave on March 20, 2020 any hours worked or leave taken from September 20, 2019 through
March 20, 2020 would be considered in determining the amount of leave permissible under the policy.
After the first ten (10) days of leave, subsequent absences for this reason shall be paid at the rate of two-
thirds (2/3) of the employee’s regular rate of pay, capped at $200 a day and $10,000 in aggregate.

After the first ten days, employees may not use any other form of leave in conjunction with Expanded FMLA for
childcare.

Section 5.13 - Personal Leave (4dopted October 2, 2008, Revised July 1, 2019)

All full-time employees (except those assigned to a 28-day cycle) are eligible to use sixteen (16) hours of sick leave
per fiscal year for personal reasons. All full-time employees assigned to a 28-day cycle, as authorized within the
7k work period exemption within the Fair Labor Standards Act, within the Department of Emergency Services
are eligible to use twenty-four (24) hours of sick leave per year for personal reasons.

Personal leave is non-cumulative and must be taken in the fiscal year granted. These hours will not be carried over
to the next fiscal year, nor are they paid upon separation of employment. Unused personal leave hours will remain
in the sick leave balance. Personal leave must be scheduled and approved in advance by the employee’s immediate
supervisor.

Section 5.14 - Recognition Leave
(Adopted April 1, 2015, Revised July 1, 2018, July 1, 2019, July 1, 2023)

All personnel are eligible to receive leave hours for the purpose of such instances as the recognition of service to the
County, in conjunction with the promotion of or participation in safety, health, or wellness initiatives, or for any
other purpose approved by the County Administrator. Recognition leave is intended to provide employees paid
leave separate and apart from his/her other available paid leave types.
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For the purpose of the recognition of five years of service milestones of regular full-time (except those assigned
to a 28-day cycle) and regular part-time employees (those working between 20-29 hours per week on a regular
basis are eligible; those working on an on-call/intermittent/temporary/or seasonal basis are not eligible), with the
County, the following schedule will apply:

Years of Number of Recognition
Service Leave Hours Awarded

5 4

10 8

15 12

20 16

25 20

30 or more 24

For the purpose of the recognition of five years of service milestones of regular full-time employees assigned to
a 28-day cycle, as authorized within the 7k work period exemption within the Fair Labor Standards Act, within
the Department of Emergency Services, the following schedule will apply:

Years of Number of Recognition
Service Leave Hours Awarded

5 6

10 12

15 18

20 24

25 30

30 or more 36

Recognition leave is non-cumulative, must be taken within 90 calendar days of it being granted, and any remaining
balance thereof shall be forfeited at the end of the 90 calendar day period. Any recognition leave shall not be paid
upon separation of employment, is non-transferrable, and is not compensable in the form of monetary
compensation in lieu of paid leave time. Use of recognition leave hours must be scheduled and approved in
advance by the employee’s immediate supervisor. Recognition leave shall be granted to an employee for a specific
purpose by the Human Resources Department upon approval of the County Administrator or his/her designee.
The Human Resources Department shall inform the employee’s department director that such recognition leave has
been granted.

Section 5.15 — Public Health Emergency Leave
(March 19, 2020, Revised April 1, 2020, July 1, 2020, January 7 and 21, 2021)

Isle of Wight County recognizes that in the event of a public health emergency, employees may be asked to or
required to remain away from the workplace to care for the medical needs of self and/or immediate family
members due to symptoms of and/or a diagnosis of the disease identified in the public health emergency, required
quarantine without the ability to telework, and/or other purposes allowed by the County Administrator identified
in the public health emergency for the purpose of infectious disease control. The County Administrator will
determine based on emergency declarations and/or other public health emergency guidance when public health
emergency leave may be granted, for what time period, and for what purposes related to the public health
emergency. For purposes of this policy, immediate family member shall be the same as it is defined in the Sick
Leave Policy, in Chapter 1: Personnel, Article V, Section 5.3.
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The County may grant, without requirement of repayment, up to eighty (80) hours of public health emergency
paid leave (PHE leave) (up to 112 hours for regular full-time employees assigned to a 28-day cycle, as authorized
within the 7k work period exemption within the Fair Labor Standards Act, within the Department of Emergency
Services) to regular full-time employees. The County may grant, without requirement of repayment, regular part-
time employees (those working between 20-29 hours per week on a regular basis PHE leave in the. amount not
to exceed the number of work hours the employee is normally scheduled to work in a two-week period. For
example, a regular part-time employee who normally works twenty (20) hours per week would be eligible for up
to twenty (20) hours of PHE leave per week for two weeks. The County may grant, without requirement of
repayment, on-call/intermittent/temporary/or seasonal part-time employees PHE leave in the amount equal to the
average number of hours that the employee worked per day, including leave taken, over the 6-month period
immediately preceding the request for leave. For example, if the employee requested leave on March 20, 2020
any hours worked or leave taken from September 20, 2019 through March 20, 2020 would be considered in
determining the amount of PHE leave permissible under the policy. If the employee did not work over the prior
6-month period, the reasonable expectation of the employee at the time of hiring of the average number of hours
per day that the employee would normally be scheduled to work shall be used to determine the PHE leave
permissible under the policy.

Employees are responsible for requesting PHE leave, if available, through their Department Head, and for
providing any required documentation, including medical documentation, requested to the Human Resources
Department.

Once the granted PHE leave has been exhausted, should an employee be asked to or be required to remain away
from the workplace, the employee’s other available leave, if any, will be utilized to cover his/her absence, unless
any other leave provisions apply. Once the employee has exhausted all available paid leave, he/she may make a
request under the Leave Donation Policy or Leave under the Family and Medical Leave Act Policy (Chapter 1,
Article XIII and/or Chapter 1, Article V, Section 5.12) if he/she is eligible for such. Should the employee not be
eligible for the Leave Donation Policy and/or have exhausted all paid leave or donated leave, the employee may
be placed on leave without pay, pending eligibility and/or approval for such in accordance with policy.

During a public health emergency, particularly an infectious disease outbreak, it is critical that employees do not
report to work while they are ill and/or experiencing the symptoms and for whatever time specified following last
experience of symptoms and/or diagnosis identified by the Centers for Disease Control (CDC) associated with
the public health emergency/infectious disease. Employees who report to work ill will be sent home in accordance
with the CDC’s health guidelines.

If an employee is out sick or showing symptoms of being ill, it may become necessary to request information
from the employee and/or the employee’s health care provider or that of the employee’s immediate family
member. In general, the request for medical information would be for the purpose of confirming the employee’s
need to be absent, to show whether and how an absence relates to the public health emergency/infectious disease,
and to know when it is appropriate for the employee to return to work. As always, we expect and appreciate the
cooperation of employees when medical information is sought.

Emergency Paid Sick Leave Act

During the period beginning April 1, 2020 and ending on March 31, 2021, pursuant to the provisions of the
Families First Coronavirus Response Act (H.R.6201), Isle of Wight County will grant the mandated emergency
paid sick leave in the form of Public Health Emergency Leave (PHE leave) to all employees for the purposes of:

1) The employee is subject to a federal, state, or local quarantine or isolation order related to COVID-19.
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2) The employee has been advised by a healthcare provider to self-quarantine due to concerns related to

COVID-19.
3) The employee is experiencing symptoms of COVID-19 and seeking a medical diagnosis.
4) The employee is caring for an individual who is subject to an order of quarantine or isolation and/or is

caring for an individual who has been advised by a healthcare provider to self-quarantine due to concerns
related to COVID-19.

5) The employee is caring for their son or daughter or grandchild if the school or place of care of the son or
daughter has been closed, or the childcare provider of the son or daughter is unavailable, due to COVID-
19 precautions.

6) The employee is experiencing any other substantially similar condition specified by the Secretary of
Health and Human Services, in consultation with the Secretary of the Treasury and the Secretary of Labor.

After the first workday (or portion thereof) an employee receives paid sick leave (PHE leave) under this Act, an
employer may require the employee to follow reasonable notice procedures in order to continue receiving such
paid sick leave (PHE leave). PHE leave needed for dependent care purpose (5) above may be used intermittently.

All employees eligible for PHE leave under this policy shall be granted the following hours of PHE leave, capped
at $511 per day and $5,110 in the aggregate, as follows:

Full-time Employees: up to 80 hours (up to 112 hours for regular full-time employees assigned to a 28-day
cycle, as authorized within the 7k work period exemption within the Fair Labor Standards Act, within the
Department of Emergency Services)

Part-time Employees:

o Regular part-time employees (those working between 20-29 hours per week on a regular basis): amount
not to exceed the number of work hours the employee is normally scheduled to work in a two-week period.
For example, a part-time employee who normally works twenty (20) hours per week would be eligible for
up to twenty (20) hours of PHE leave per week for two weeks.

o On-call/Intermittent/Temporary/or Seasonal part-time employees: amount equal to the average number of
hours that the employee worked per day, including leave taken, over the 6-month period immediately
preceding the request for leave. For example, if the employee requested leave on March 20, 2020 any
hours worked or leave taken from September 20, 2019 through March 20, 2020 would be considered in
determining the amount of PHE leave permissible under the policy. If the employee did not work over
the prior 6-month period, the reasonable expectation of the employee at the time of hiring of the average
number of hours per day that the employee would normally be scheduled to work shall be used to
determine the PHE leave permissible under the policy.

Vaccination Policy

In accordance with Isle of Wight County’s duty to provide and maintain a workplace that is free of known hazards,
we are adopting this policy to safeguard the health of our employees and their families; and the community at
large from infectious diseases, such as COVID-19 or influenza, that may be reduced by vaccinations. This policy
will comply with all applicable laws and is based on guidance from the Centers for Disease Control and Prevention
and local health authorities, as applicable.

All employees will be notified once a vaccine becomes available and once so notified, are requested to receive
such vaccination(s), unless a reasonable accommodation is approved. Employees who choose to not receive such
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vaccination(s) once it becomes available will be ineligible to receive PHE Leave as provided above.

Employees will be notified as to the type of vaccination(s) covered by this policy and the timeframe(s) for having
the vaccine(s) administered. Isle of Wight County will provide either onsite access to the vaccines or a list of
locations to assist employees in receiving the vaccine on their own.

Isle of Wight County will pay for all vaccinations. When not received in-house, payment for the vaccinations
should be submitted to employees’ health insurance where applicable and otherwise be submitted for
reimbursement.

All employees will be paid for time taken to receive vaccinations. For offsite vaccinations, employees are to work
with their managers to schedule appropriate time to comply with this policy.

Before the stated deadlines to be vaccinated have expired, employees will be required to provide either proof of
vaccination or an approved reasonable accommodation to be exempted from the requirements.

Employees in need of an exemption from this policy due to a medical reason, or because of a sincerely held
religious belief must submit a completed Request for Accommodation form to the Human Resources Department
to begin the interactive accommodation process as soon as possible after vaccination deadlines have been
announced. Accommodations will be granted where they do not cause Isle of Wight County undue hardship or
pose a direct threat to the health and safety of others.

ARTICLE VI - Benefits
(Revised January 17, 2002, September 1, 2005, December 15, 2005, October 16, 2006, October 4, 2007,
November 15, 2007, July 1, 2008, December 4, 2008, November 20, 2014, December 18, 2014, April 1, 2015,
April 16, 2015, January 1, 2018, July 1, 2018, March 19, 2020, July 1, 2020, July 1, 2021)

Section 6.0 - Generally
Benefits are a privilege of employment and can be changed or revoked at any time. Benefits are personal to the
employee and cannot be assigned to other employees.

Section 6.1 - Applicability
Benefits are available to all regular full-time employees.

Section 6.2 - Tuition Reimbursement
(Revised September 1, 2005, November 15, 2007, August 22, 2013, February 19, 2015, July 1, 2018)

It is the intention of the Board of Supervisors to recognize, develop, and extend the skills of the County’s
workforce. It is the policy of the Board to encourage employees to enroll in college/university coursework that
will lead to their professional growth, expansion of skills, and increased job competence. The Tuition
Reimbursement Program provides reimbursement for successful completion of college/university coursework.

Eligibility

Regular full-time employees of the County who have successfully completed their initial probationary period are
eligible to apply for tuition assistance. Such assistance is limited to six (6) semester hours per fiscal year (July 1
through June 30). Reimbursement is dependent upon the availability of funds.

Coursework must be directly related to the assignment of the employee and must be approved by the Department
Director prior to submission to Human Resources for approval. Application for tuition assistance must be made
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to Human Resources for approval prior to registering or enrolling in coursework. Course approval will not be
granted after the first class session. Coursework approval is nontransferable; each course requires a separate
application.

Employees may be reimbursed for tuition costs only, at an accredited college or university, upon successful
completion of the course. Reimbursement will be a maximum of $300 per credit hour for no more than six (6)
credit hours per fiscal year; thus, the maximum tuition reimbursement an employee will receive in any given
fiscal year will be $1,800. Successful completion shall mean the attainment of a minimum of a "C" or its
equivalent for undergraduate-level coursework, or a minimum of a “B” or its equivalent for graduate-level
coursework.

Qualifying Course and Subjects

Tuition assistance will be provided only when the coursework is directly related to the employee’s current
position, or is a requirement for an Associate’s, Bachelor’s, or Master’s degree in a field directly related to the
employee’s present job or promotional objective.

Class Hours
Classes should not be taken during an employee’s work hours unless the employee has obtained permission
from the Department Director to use earned annual leave or compensatory time.

Requirements for Reimbursement

o This benefit is a reimbursement program. The employee must pay the full tuition to the institution
upon registering for coursework.

o Requests for reimbursement must be submitted along with an official transcript within thirty (30) days
of completion of the course.

J Reimbursement for coursework will only be made to the employee upon receipt of an official transcript

and verification of payment in full to the college or university.

General Considerations

As a condition of receiving tuition reimbursement, an employee will be required to sign an agreement whereby,
in the event the employee separates from the County’s employ within one (1) year after a tuition reimbursement
payment is made, he/she will be required to repay all funds expended by the County within the one-year period.
This will be collected from the separating employee via payroll deduction if possible and if not pos