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A. Administrative Leave

1.

Upon approval of the Appointing Authority and the County Administrator, an
employee may be granted administrative leave with pay when emergency
situations exist such as extreme weather conditions, fire, flood, or malfunction
of publicly owned or controlled machinery or buildings, making it hazardous
or impossible for the employee to get to or perform at his/her workstation
(providing alternate work or workstation has not been designated).

An employee shall be granted administrative leave with pay upon the
declaration of the Board of Supervisors that a state of emergency, disaster,
or grief exists, and that such leave is to be granted.

Administrative leave with pay may be given to an employee by the Appointing
Authority when it is determined to be in the best interest of the County,
except in the case of layoffs, which may require County Administrator
approval.

a. An employee may be placed on administrative leave with pay for up to
thirty (30) business days. For extensions beyond thirty (30) business
days, County Administrator approval is required.

b. The notification of administrative leave shall be delivered to the
employee no later than five (5) business days after the effective date
of the leave. The notice shall contain the specific reason(s) for the
leave in sufficient detail to inform the employee of the reason(s) for
the action.

C. At the conclusion of administrative leave, the employee shall be
returned to work and advised of any appropriate action.

Upon approval of the Appointing Authority, an exempt employee may be
granted management leave with pay during the time when he/she is
scheduled to work. The purpose of management leave is to recognize
exceptional performance. Management leave may be granted for up to a
maximum of three (3) work days at any one time at the discretion of the
Appointing Authority. Management leave is non-accruable.

B. Grievance/Appeal Activity Leave

Grievance/appeal activity leave applies to preparation and/or investigation of a
grievance or appeal.
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B. 1. A permanent employee shall be granted grievance/appeal activity leave with
pay up to three (3) hours per grievance/appeal. Grievance/appeal activity
leave is limited to two (2) occurrences per fiscal year. Time in excess of the
three (3) hour limit shall be charged to some other type of leave and must be
approved in advance. Pursuant to Merit System Rule 13.1 D., this three (3)
hour limit does not apply to those times when the employee is called to testify
in a Human Resources grievance/appeal proceeding.

2. An employee representative shall be granted grievance/appeal activity leave
with pay up to three (3) hours per grievance/appeal, when requested for the
purposes of investigation or representation on behalf of another employee,
for grievances/appeals formally submitted to the appropriate authority.
Grievance/appeal activity leave is limited to two (2) occurrences per fiscal
year. Time in excess of the three (3) hour limit shall be charged to some
other type of leave and must be approved in advance.

3. Grievance/appeal activity leave is non-accruable and shall not be taken in
increments of less than one (1) hour.

4. Requests for grievance/appeal activity leave shall be made in writing at least
three (3) business days in advance, unless conditions preclude such advance
notice as determined by the Appointing Authority.

C. Special Program Leave

1. Upon approval of the Appointing Authority, an employee may be granted
special program leave with pay.

2. Special program leave applies only to those programs which have been
approved by the County Administrator and/or Board of Supervisors for
employee participation.

3. Requests for special program leave shall be made in writing at least five (5)
business days in advance, unless conditions preclude such advance notice
as determined by the Appointing Authority.

D. César Chavez Remembrance Day Leave

1. Upon proclamation of the Board of Supervisors, the fourth Monday in March
shall be designated as a day of remembrance in honor of César Estrada
Chavez, for his efforts in establishing the farm labor movement.
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Eligible employees, hired prior to the fourth Monday of March, shall be
granted a day of administrative leave with pay.

a. For those departments with normal working hours of Monday through
Friday, 8:00 am to 5:00 pm, the administrative day may be granted
either the fourth Monday in March or the Friday immediately preceding
the fourth Monday in March.

b. For those departments with twenty-four (24) hour operations, Elected
Official departments or departments given specific written approval by
the County Administrator, the administrative day may be granted any
day beginning the three weeks preceding the fourth Monday in March
up through and including the three weeks immediately following the
Friday that precedes the fourth Monday in March.

Only employees who are working (i.e., not on any type of approved leave of
absence) are eligible for the remembrance day. The only exceptions are
employees on intermittent family and medical leave or employees on
modified duty workers’ compensation who are actually working.

Full-time employees shall be granted a single day of eight (8) hours of paid
time off. Part-time and variable-time employees and employees on
intermittent family and medical leave or employees on modified duty workers’
compensation who are actually working shall receive a prorated amount of
paid time off based on regular hours paid in the previous pay period. If no
regular hours were paid in the previous pay period, the amount of paid time
off shall be based upon regular hours worked during the pay period in which
the remembrance day is administered.

Intermittent employees, as defined in Merit System Rule 1, are not eligible for
this remembrance day leave.

E. Bereavement Leave

1.

Upon approval of the Appointing Authority, an eligible employee may be
granted paid bereavement leave for each occurrence in the case of the death
of a family member. For purposes of bereavement leave, “family member”
includes an employee’s spouse, mother, father, step-mother, step-father,
grandparent, child, stepchild, foster child, grandchild, brother, sister, father-
in-law, mother-in-law, brother-in-law, sister-in-law, daughter-in-law, son-in-
law, domestic partner or child of a domestic partner. The employee must file
an affidavit with the department in order to take bereavement leave for the
death of the domestic partner or the child of a domestic partner once a
calendar year or more often if a relationship has changed in that calendar



PIMA COUNTY PERSONNEL POLICIES Page 4
8-107 - SPECIAL LEAVES OF ABSENCE
WITH PAY Effective Date: February 8, 2011

E. 1. year or must have a current affidavit on file with the Human Resources
Department for the domestic partner or child of the domestic partner enrolled
under the County’s health benefits plan.

2. Paid bereavement leave shall be for a period of up to three (3) consecutive
work days per occurrence for the death of an eligible family member
occurring within the State of Arizona, or up to five (5) consecutive work days
per occurrence for the death of an eligible family member occurring out of
state.

3. All employees except Elected Officials, intermittent employees as defined in
Merit System Rule 1 and temporary employees with less than (6) months of
service are eligible for bereavement leave.

4, An employee on an approved unpaid leave of absence as defined in 8-108.A.
is not eligible for bereavement leave unless on intermittent FMLA or
intermittent medical disability leave and working during the pay period when
bereavement leave is requested.

5. Bereavement leave may be used for the purpose of making funeral
arrangements, settling family affairs, bereavement, and/or attending the
funeral or memorial service of an eligible family member.

6. The Appointing Authority or designee may require a death certificate,
obituary, or documentation from the funeral home.

7. Upon approval of the Appointing Authority, an eligible employee may use his
or her annual leave, compensatory time or unpaid leave under 8-108.F.,
when additional bereavement time is needed.

8. Full-time employees shall receive eight (8) hours of paid time off for each day
of approved bereavement leave. Part-time and variable-time employees
shall receive a prorated amount of paid time off based on regular hours paid
in the previous pay period. If no regular hours were paid in the previous pay
period, the amount of paid time off shall be based upon regular hours worked
during the pay period in which paid bereavement leave is approved.

9. Bereavement leave shall not be counted as hours worked for the purpose of
computing overtime.



