
[_________________] Conservation District 
Time & Leave Policy
[date]

The District follows all Conservation Commission, state, and federal guidelines and policies on leave with the following additions, specifications, and clarifications. Please refer to the Oklahoma Conservation District Handbook for more information on types of leave, workweek schedules, and other employee matters. It is the District’s intent to review and update this policy annually.

Requesting Leave.

Where possible, employees should submit to the Board’s point of contact (“POC”) and/or employee’s supervisor a written leave request no less than [twelve (12) hours] in advance.  

Notification of Supervisor (Point of Contact “POC”).

If it is not possible to meet the [12-hour] notification, an employee is REQUIRED to notify ____________________ by [text, phone, email, etc…] prior to the start of the workday. Failure to appropriately notify is subject to discipline by the Board.  

Annual Leave.

Annual leave should be requested in advance and used only when approved by employee’s POC / supervisor.  

Sick Leave.
	
	Sick leave should be submitted in advance for prescheduled medical appointments.  

When illness strikes without warning, employees must notify their supervisor [add any other persons that need to be notified here, if any] when unable to work due to sickness and must do so prior to the start of the workday.  The employees must complete a leave request form stating the reason for the absence as soon as they return to work.  Employees must notify their supervisor each day that they are unable to work unless a mutual understanding is reached concerning when the next call will be made (as in the case of extended illness or conditions.).  Any employee absence from work which exceeds 3 consecutive days may be required to provide a physician’s statement.  

Tardiness.

Any late arrivals greater than 15 minutes should be reported to the office manager and/or supervisor and made up accordingly during the day, if possible. If the time is not made up during the day or within the scheduled work week, the missed time should be recorded as leave on the timesheet. Continuous problems with tardiness can result in disciplinary action by the Board. 

Minimum Leave Balance.

Before asking for leave an employee should obtain and maintain a minimum of 40 hours of combined annual and sick leave to ensure adequate leave coverage in case of illness or an emergency. 

New employees and those that fall under the 40 hours of combined leave will not be granted approval for leave until they have obtained the 40 hour minimum, except in limited circumstances. Please work with the POC / supervisor to sustain healthy leave balances.

District Employee Work Status, Approved Schedules, Work Week Adjust, and Compensatory Time

The Board in the table below shows the approved work schedule for each district employee as per the options available in the Oklahoma Conservation District Handbook Chapter 6 Personnel Management.  
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ww means work week ; 5/8 means working 8 hours/day, five days a week; 4/10 means working 10 hours/day for 4 days per week with Fridays off;  9/80 means working 9 hours/day over a 2 week/80 hour time period with every other Friday off

As a general rule, employees are responsible for scheduling and maintaining any work week adjustments, and working with their POC / supervisors on any work week adjustments that are needed.

Working overtime without prior approval shall necessitate supervisor / POC’s review/approval and may be cause for disciplinary action if found unwarranted. 

Inclement Weather
The POC may authorize a reduction in services of nonessential personnel due to hazardous weather or unsafe working conditions. The POC / supervisor shall make a reasonable attempt to ensure timely notice to employees of any decision relating to the granting of administrative leave due to hazardous weather. The notification can come in the form of media notification, email, text, or telephone call.
Telework may be authorized in lieu of administrative leave. If an employee is unable to telework, the POC/supervisor should be notified as soon as possible.
The POC / supervisor retain the right to recall employees to return to their normal duties or respond to the demands of the situation as necessary.
Employees that have scheduled annual, sick or other forms of leave prior to an inclement weather event that causes temporary closure of the district office shall not receive paid administrative leave in lieu of the previously scheduled leave. Employees may not accrue compensatory time or additional leave during a reduction of services.
See the Oklahoma Conservation District Handbook to see when and what employees can or cannot receive paid administrative leave as well as the appropriate justifications that the district board can use to authorize a reduction in services. 

Policy Summation.
It is the duty of all employees to stay apprised of their leave balances and ensure adequate time is available to cover all requests. If an employee is absent from work without proper authorization, the employee may not receive pay for the period the employee is absent.  If a justifiable situation arises for which an employee will exhaust sick and annual leave balances, qualified employees may request shared leave to cover the period. If an employee does not timely contact and receive permission from their supervisor to take leave and does not return to duty that employee is subject to discipline and may be terminated. The board shall take appropriate action if the fraudulent use of leave or unauthorized comp time accrual is detected. Employees who violate this policy are subject to discipline, up to and including termination. 

Point of Contact (POC).

Board’s Point of Contact:  [name] [contact (phone number or email address or both)]
[Can list the name and contact information for anyone else the Board wants notified here]



Signatures.

Time & Leave policy was reviewed and discussed on [Date_____________].





___________________________			___________________________
District Director					Employee					
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