GRAND TRAVE

PURPOSE

Grand Traverse County recognizes that a good balance between work and life is important. That is
why employees are provided with annual vacation time and personal days to use in any way they
choose. Employees are also eligible for company-paid holidays each year.

This policy describes details of paid time off, including eligibility, hours, vacation accrual, taking time
off, and carrying over time. Grand Traverse County complies with all applicable state and local
requirements regarding sick leave, including, but not limited to, Michigan's Paid Medical Leave Act.

Vacation days are not earned during any unpaid leave in excess of 30 days.

This policy may differ for those employees who are members of recognized unions, organizations, or
associations. Any questions related to the content of this policy, or its interpretation, should be
directed to Human Resources.

POLICY & PROCEDURE
Bereavement Leave

Each regular full-fime employee of the County shall be allowed bereavement leave, not to be
deducted from any other leave time, for a death in the immediate family providing he or she attends
the funeral. Such leave may be granted from the day of death through the date of the funeral, not
to exceed three days. For the purpose of this section an immediate family member shall be deemed
to be the current spouse, children, brother, sister, parent, parent-in-law, grandparents, grandchildren,
or a member of the employee's immediate household. Additional leave may be granted without pay
or charged to personal or vacation leave.

Time off shall also be granted for the death of current sister/brother-in-law, step mother/father, step
sister/brother, step children, with time off charged against any accumulated leave time. For out of
state funerals employees shall be permitted to take up to two additional days leave of absence
without pay or, at the option of the employee, to use accumulated leave fime. Time off for
bereavement leave will not count as hours worked for the purpose of overtime.

Holidays

The County recognizes the following paid holidays for all regular full-time and regular part-time (on a
pro-rated basis) non-contract employees:

New Year's Day Independence Day Day after Thanksgiving
President's Day Labor Day Christmas Eve Day
Good Friday Veteran's Day Christmas Day
Memorial Day Thanksgiving Day New Year's Eve Day

Floating Holiday


https://crewconnect.vanguard.com/totalrewards/benefits/timeoutoffice/paidtimeoff/holiday_schedule_2018.html

When a holiday falls on Sunday, the following day shall be the recognized holiday. When a holiday
falls on Saturday, the preceding day shall be the recognized holiday.

If one of the above holidays falls during a period when an employee is on authorized paid leave, the
holiday shall be counted as a holiday off and shall not be deducted from the employee's leave
accumulation.

To be eligible for holiday pay an employee must have worked in full their regularly scheduled straight
time work day prior to the holiday and the regularly scheduled straight time work day subsequent to
the holiday (or be on authorized paid leave).

Regular employees covered under FLSA who are scheduled and required to work on a paid holiday
shall receive holiday pay plus his/her regular day's pay for a day worked. When called in to work on a
paid holiday the employee shall receive time and one half plus holiday pay for hours worked.

The Floating Holiday shall be credited to the employee as of January 1st, in the first pay period of the
calendar year. Employees who are hired on or after October 1st shall not be granted the floating
holiday. Such holidays shall not accrue from year to year, or be paid out for any reason.

Jury Duty/Subpoena

Leave with full pay may be authorized in order that employees may serve required jury duty or testify
pursuant to a subpoenaq, provided that such leave is reported in advance to the department head,
that the duty falls during their regular work schedule, and that court fees (less mileage) obtained as a
witness or juror are turned over to the County Treasurer. Employees are expected to return to work
after being excused from service.

Personal Leave

Each regular full-fime employee and regular part-time employee (on a pro-rated basis) shall be
granted nine (9) days of personal leave each year. New hires shall receive an initial pro-rated
amount of leave upon completion of ninety days of continuous employment with Grand Traverse
County.

This leave may be used for the employee’s personal health needs, a family member’s health needs,
for purposes arising out of domestic violence or sexual assault, or during closure of the employee’s
primary worksite by order of a public official due to a public health emergency. Twenty-four hours'
notice and prior approval by the supervisor is required for general absences, and at least one hour's
notice prior to the beginning of the shift is required for iliness, unless the employee can show in writing
why prior notification was impossible. Time must be used in 2 hour increments. When the absence is
for sickness (regardless of which, if any, leave bank is charged), the employer reserves the right to
request a doctor's certification. Claim for payment must be submitted on a form provided by the
Employer.

Any balance left, up to a maximum of five days (pro-rated for part-time employees), following the
last full pay period paid in November shall be paid at the employee's prevailing hourly rate in a
separate check on the first pay date in December. New hires who have not completed ninety days
of continuous employment prior to the first pay date in December will not qualify for this pay out;
however, they will receive their full number of days at the completion of their ninety days of
employment.



Employees who leave employment mid-year shall be paid for any balance, up to a maximum of five
days (pro-rated for part-time employees), on their final paycheck.

Those employees who are hired prior fo December 1, 1988, and who selected Plan A on the
"Employee Election of Sick Conversion/Payment Plan" prior to November 30, 1988, shall have the
balance of the eight days each year converted to their frozen Sick Leave Bank, up to a maximum of
120 days.

Vacation Leave
Each regular full-fime and regular part-time (on a prorated basis) employee shall earn vacation

leave credit according to the following schedule. Employees accrue vacation leave during their first
six months of employment; however it cannot be taken until completing six months.

Years of Service Days per Year Hours Accrued Bi-weekly *
(75 hours) (80 hours)

Less than 3 10 2.884 3.076

3 but less than 5 12 3.461 3.692

5 but less than 10 15 4.326 4.615

10 but less than 15 17 4.9 5.23

15 but less than 25 20 5.769 6.153

25 or more 25 7.211 7.692

Vacation leave will be credited biweekly to the employee's "oank" up to a maximum carry-over of 20
days on the employee's service date.

Department heads shall determine the suitable time at which vacation may be taken, considering
both the efficiency of the operation of the department concerned and the wishes of the employee.

Vacation leave taken may not exceed the total amount of vacation leave accrued as of that date.
Employees leaving the County in good standing shall be compensated for vacation leave accrued
to the date of separation within the limits set forth above. This will be paid on the employee's final
paycheck. The County retains the discretfion to deny vacation payout in the case of involuntary
termination.

Leave benefits may differ for employees who are members of recognized unions, organizations, or
associations.

*Amounts may vary slightly due to system rounding.

Note: Please refer to your contract for your allotted time off. This policy may differ for those
employees who are members of recognized unions, organizations, or associations. This policy is in no
way affiliated with Michigan Mandatory Paid Sick Leave (Public Act 369).
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