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PURPOSE:

Timely and regular attendance is an essential function and expectation of performance for all Clerk of Court (COC) employees.  To ensure adequate staffing, positive employee morale, and to meet expected productivity standards, employees will be held accountable for adhering to their workplace schedule.  All COC employees are expected to work the entirety of all scheduled shifts, begin work on time, return from meals and breaks in a timely fashion, and schedule time off in advance.
OBJECTIVE:
· To provide guidelines for the appropriate use of leave and the Clerk’s Office expectations for reporting absences and tardiness. 
GENERAL INFORMATION:
Eligible employees will accrue Vacation Leave in accordance with the Maricopa County Leave Policy HR 2415.  Employees who accrue vacation leave may use their vacation leave based on the business needs of the office.  Typical use of vacation leave may include, but is not limited to: vacations, personal business meetings, school events, etc.  Vacation leave may also be used for medical appointments and illness if the employee has insufficient sick leave to cover the event.

All employees will accrue Sick Leave in accordance with the Maricopa County Leave Policy HR 2415.  Typical use of sick leave may include, but is not limited to: an FMLA qualifying event, illness or injury for the employee or employee’s family member, medical or dental appointments for the employee or employee’s family member, absence due to 

domestic violence, sexual violence, or stalking of an employee or the employee’s family member, etc.  Vacation leave may only be used after the employee has depleted their sick balance/accruals.

EVENT DRIVER:

· Leave is needed by an employee to cover an absence from work.
PROCEDURES: 
I. Vacation Leave:
1. Foreseeable Vacation Requests:
A. The employee should submit time-off requests via the payroll system (ADP) to their supervisor as soon as the need for leave is known but no less than two (2) business days prior to the time off requested; the immediate supervisor may request that the employee submit their initial time-off request via email before it is formally requested through ADP.
B. The employee must have sufficient time accrued at the time the leave is requested to submit a time off request.  The employee should not request foreseeable leave based on projected leave accruals.
C. The supervisor will review the amount of leave accruals the employee has available prior to approving the request.
D. The number of staff available to maintain coverage in the work unit will take priority. 
E. Supervisors have the discretion to approve or deny vacation requests based on coverage or other legitimate business needs.
F. If an employee’s request for scheduled time off is denied and the employee then calls in absent on that day, the employee will be subject to discipline for insubordination. 
G. With the exception of FMLA qualifying events, employees are expected to manage their leave accruals to ensure sufficient balances are available to cover time-off requests.
2. Unforeseeable (unscheduled) Vacation Requests:

A. The employee must notify his/her supervisor or designee of the need for leave no later than a half hour before the employee’s start time on the day the unplanned time off is needed.  Leaving a voicemail or sending an e-mail is not sufficient unless instructed otherwise by your supervisor.
B. The employee must disclose the reason leave is needed.
C. If the need for leave continues, the employee shall notify the supervisor or designee each scheduled day, unless specifically notified by the supervisor or if on an approved, extended leave.
D. If an employee is incapacitated, a responsible party may call for the employee.  The employee/responsible party should tell the supervisor the expected return date, if known.
E. Employees may be asked to provide documentation to verify the need for unforeseeable leave (i.e. receipts for the home or auto repair, a written explanation of the situation with contact information, etc.).  Failure to provide requested documentation may result in the leave being designated as Leave Without Pay (LWO).
F. Excessive unscheduled leave may result in formal progressive disciplinary action, up to and including dismissal for poor attendance.

3. Leave During Holidays:
A. All requests for vacation leave in conjunction with a holiday must be approved in advance by the supervisor.
B. An employee must be in a paid status (e.g. time worked, vacation leave, sick leave or any other paid leave) on his/her scheduled day before and after the legal holiday in order to receive holiday pay.
II. Sick Leave:
1. Foreseeable Sick Requests:
A. Employees must make a good faith effort to provide as much advance notice as possible for foreseeable appointments.
B. Employees must make a reasonable effort to schedule foreseeable medical or dental appointments so that they do not interfere with department business operations.
C. After an employee has used 40 hours of Sick Leave in a calendar year, if an appointment interferes with business needs, the supervisor may request the employee to change their appointment. 

2. Unforeseeable (unscheduled) Sick Requests:
A. The employee must notify his/her supervisor of the need for leave as soon as practical and whenever possible, include the expected duration of the absence.
B. The employee must make a reasonable attempt to speak directly to his/her supervisor or designated authority. 
C. An employee’s request to use Sick Leave shall not require documentation (other than for an absence of three or more consecutive days) for up to the first 40 hours taken in a calendar year. 
D. If an employee requests to use more than 40 hours of Sick Leave in a calendar year, the employee may be required to submit documentation substantiating the need to use additional Sick Leave. 

E. If an employee is incapacitated, a responsible party may call for the employee. The employee/responsible party should tell the supervisor the expected return date, if known. 
F. After an employee has used 40 hours of Sick Leave in a calendar year, any additional unscheduled uses of Sick Leave may be subject to progressive disciplinary action, up to and including dismissal for poor attendance unrelated to the protected 40 hours of Sick Leave.
G. Sick Leave accruals cannot be used for vacation requests or time off for personal reasons unrelated to sick absences.   
III.   Family and Medical Leave Act  (FMLA) Leave:

The provisions of the FMLA federal law and the Family and Medical Leave Act (FMLA) Approved Leaves of Absence County Policy must be followed when the employee has an FMLA qualifying event.
IV.  Leave Without Pay (LWO):

1.   With the exception of FMLA qualifying events, employees are expected to manage their leave accruals to ensure there are sufficient balances to cover time-off requests.

2.  LWO requests for non-FMLA events will be considered on a case-by-case basis and must be approved by the Deputy Director or Chief Deputy. 
A. As soon as the need for LWO becomes apparent the employee must submit the request for LWO in writing via email to his/her Deputy Director, copying his/her supervisor, manager and administrator.  Employees who do not have access to e-mail may submit their requests in any written format.   

B. Employees in LWO status for non-FMLA events, who do not obtain appropriate approvals, may be subject to progressive disciplinary action. 

3.  Employees may submit a written request to the Chief Deputy to take an   extended leave of absence without pay of up to six (6) months. Requests will be considered on a case-by-case basis and will be based on the needs of the department in accordance to the Maricopa County Employee Leave Policy. 
V. Other Authorized Leave of Absences:

1. Employees may obtain authorization for other types of leave, including but not limited to:
A. Bereavement Leave

B. Jury Duty Leave

C. Military Leave 

D. Other leaves pursuant to the Maricopa County Employee Leave Policy.

2. Employees requesting other authorized leave are expected to follow the same procedures as outlined for foreseeable vacation leave requests. 
VI.  Abuse of Leave and Unauthorized Leave:

1.  It may be deemed an abuse of leave/unauthorized leave when non-FMLA qualifying leave is taken without advance approval or when a pattern of absences/tardiness is observed.  This would include, but is not limited to unscheduled leave taken on Fridays, Mondays or in conjunction with a holiday or other approved leave. 
2.   If a pattern of absences/tardiness is observed, the supervisor may coach and counsel the employee.  If the abuse continues, the supervisor may request that unauthorized leave be designated as LWO.  Continued abuse of leave/unauthorized leave may result in formal progressive disciplinary action, up to and including dismissal for poor attendance. 
3.   Employees who are a no-call/no-show for three or more consecutive work shifts may be subject to dismissal for abuse of leave/unauthorized leave.

POLICIES / RELATED DOCUMENTS:
· HR 2415: Maricopa County Employee Leave Policy 
· HR 2413: Family and Medical Leave Act Approved Leaves of Absences 
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· N/A

FREQUENCY:
· N/A
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· ADP
REPORTS / FORMS:
· N/A
DEFINITIONS:
· Scheduled Time off:  An absence or tardy from work for any length of time that is requested in advance and approved by department management. Scheduled time off will not be counted against an employee’s attendance record.
· Unscheduled Time off:  An absence or tardy from work for any length of time that occurs without prior management approval. Unscheduled time off may count against an employee’s attendance record and may be subject to progressive discipline.  
· No call/no show: An unscheduled absence where the employee does not call their department or management as expected. 
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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