%% La keCounty Employee Policies and Procedures

4.2 Genera{—l_:eave(Vacation Time)

Revision Date; May 11,’2004

Revision Date: December11-2015?? 2016

Policy
Q) Accrual Rates
a. Regular full-time employees accrue general-leave—creditvacation time en-a-bi-
weekly—basisthe first two pay periods of the month —at the following rates
(according to years of active and continuous service). In an anniversary year, you
will begin accruing the new rate on your anniversary date:

01-5 years of service: 2 weeks per year
6-12 years of service: 3 weeks per year
13 years of service and up: 4 weeks per year

b. The County Administrator may, atin their discretion, recognize non-county years
of service for the purpose of computing vacation and offer up to three weeks
accrual per year of general-leave-vacation time to senior manager level employees

(grade 27-er-K/M 10 or 6 higher) when necessary to recruit or retain the best - { Formatted: Highlight

quallfled candidate for a County position.

C. Regular part-time employees who are scheduled to work twenty (20) hours per
week or more shall accrue general-vacation leave-time eredit-en the_first two pay

perlods of the month in accordance Wlth the foIIowmq table —same—eenmuees

heu#s—pmel—er—seheele«leel—heu&Tms provision also applles to employees Who
share a full time position.

- ‘[Formatted: Indent: Left: 0.5", Hanging: 0.5"
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0-5 years of service: 1 week/yr prorated based on == ‘[Formatted: Left, Indent: Left: 0.5", Hanging: 0.5"

scheduled -houeurs

6-12 years of service:-year 2 weeks-/per-year prorated <« -~ { Formatted: Left, Indent: Left: 0.5, Hanging: 0.5"

based on scheduled houeurs
13+ years of service:
scheduled hours

3 weeks/-per-year prorated based on

d. New employees become eligible to use accrued general-leave-credit-vacation time

upon satisfactory completion of their si introductory period.

77777777777777777777777777777777777777777777777777 _ A Formatted: strikethrough

employee-started-working-forthe-County- oo {Formaned: Strikethrough

e. Temporary employees, whether full-time-and temperary- or part-time, employees
do not accrue generalHeave-credit-vacation time.

f. Employees will not accrue general-vacation time leave-eredit-while they are on an
unpaid leave {including but not limited to: unpaid —FMLA leave, extended
medical leave, erpersonal leave, Worker’s Compensation leave-ef-absenee} or

when they are receiving IMRF disability payments. Adse-the-employee'saceruat

h ‘[Formatted: Indent: Left: 1"

g. Break in service: Employees who leave their employment with Lake County in
good standing, and are uhtimatehy-re-hired within six (6) 30 months may have
their accrual rate reinstated.

- - - {Formatted: Indent: Left: 0.5", Hanging: 0.5"
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- ‘[Formatted: Indent: Left: 0.5", Hanging: 0.5"

(23) Employees must submit their request for general-vacation leave-time according to their

dBepartmental Head— procedure. at—leasi—Me—(Zé—weeks—m—advanee—ef—the—m&eaded

Re Employees«f ‘[Formatted Indent: Hanging: 0.5"

WI|| not be permltted to carry gene#al—leave—ume—vacatlon balances in excess of 330

(56)

in mcrements of at Ieast one- quarterhah‘- (1/24) hour
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{8)——Transfers: An employee who transfers from one County dBepartment to another County
department shall retain general-leave-vacation time accrued and remain in continuous
service for purposes of a ccrumg earmag%g%eave vacatlon time. Fhe

(79)

ealendapmethAII accumulated Ieave%redwvacatlon time W|II be paid as%theﬂate

of-termination-on his-the final check, up to a maximum of 330 hours, after successfully
completing the initial and/or -extended introductory period.
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