	Description:
	LEAVES OF ABSENCE POLICY
	Policy Number: 62-176---62-180

	




	
	Revision Date:
	5/28/26

	                                WINNEBAGO
                             COUNTY
	Issue Date:
	6/26/08

	
	
	

	
	Page 12 of 20



Section 62-176   General Policy

Winnebago County will provide leaves of absence to its employees in accordance with state and federal law, applicable collective bargaining agreements, and as set forth below.  Employees are encouraged to use these benefits, but should be aware that eligibility for leaves of absence may be affected by a failure to follow the policies below in requesting or verifying the need for a leave.  An absence that does not qualify or is not approved as leave under one of the policies below will be treated as an attendance issue under other absenteeism and/or attendance policies.  While employees are encouraged to use benefits, the abuse or misuse of benefits will result in disciplinary action, including, in appropriate cases, termination of employment.

Leave may be available to eligible employees in one of three categories:  
(1) Family and Medical Leave Act qualified 
(2) Discretionary leaves of absence 
(3) Other leaves of absence. 

 Please consult the policies below or the Human Resources Department or Department Designee with questions regarding availability of and eligibility for leave.  Generally, the only benefit that will be continued during an FMLA-qualified leave or a discretionary leave is participation in the County’s group health plan.  Employees who continue group health plan benefits during a leave of absence will be responsible for payment of employee contributions to health plan costs or risk losing coverage as more fully explained below.

To the extent that any description of benefits in this policy conflicts with an applicable collective bargaining agreement, the collective bargaining agreement will govern.  

Nothing in this policy is intended to alter the at-will status of any non-bargaining unit employee, and this policy should not be construed as a contract or promise of continued employment.  This policy is intended to be a guideline only and is not intended to be all-inclusive or all-exclusive because it is not possible to address all factual scenarios.  Common sense will dictate.  No one other than the County Board is authorized to modify, revoke, or change the policies outlined herein.  Discretionary policies may be modified or revoked by the County Board at any time with or without notice.


 Section 62-177   Family and Medical Leave Act (Injured Service Member Act)

Eligible employees may be granted up to twelve (12) weeks of Family and Medical Leave during any 12-month period, in accordance with the Family and Medical Leave Act of 1993 (FMLA) and up to twenty-six (26) weeks of leave in any 12-month period in compliance with the expansion for Injured Service member Act of 2007.  This leave shall be unpaid and Winnebago County will require any employee taking leave under this policy to use all accrued and unused vacation, sick time, and personal time in conjunction with the FMLA qualified unpaid leave.  This includes employees absent from work due to a work-related injury or illness within the meaning of the Illinois Workers’ Compensation Act.

(a) Eligibility

Generally, employees of Winnebago County who have been employed for at least twelve (12) months (which may include part time and temporary service and may not have to be consecutive employment); and have worked at least 1,250 hours (which does not include paid time off, i.e., vacation, sick pay, etc.) in the twelve (12) month period preceding the request.

(b) Qualifying Events.

Eligible employees may request FMLA leave for one or more of the following reasons:

a. The birth or adoption of a child of or by the employee;
b. To care for a spouse, child, or parent of the employee with a serious health condition;
c. A serious health condition of the employee (including work related injuries/illnesses); or
d. Under the Injured Service Member Act, to care for an injured or ill service member.  This law allows an eligible employee to take up to 26 weeks during a single 12-month period to care for a spouse, child, parent or next-of-kin who is injured or recovering from an injury suffered while on active military duty and who is unable to perform his or her military duties.

(c) Definitions:

For purposes of leave under this policy the following terms shall be defined as follows:

Spouse:  Spouse shall mean only those domiciled with and legally recognized under Illinois law as married;

Child:  Child shall mean the natural or adopted minor child, a minor for who the employee is the legal guardian or a minor child with who the employee is in loco parentis.  This does not include children of the employee for who the employee does not actually provide care and/or support.  In the case of adult children, leave will be allowed only if the adult child is suffering from a disability, that he or she is not capable of caring for him or herself and with who the employee requesting leave is in loco parentis; and

Serious Health Condition: A serious health condition means an illness, injury, impairment, or physical or mental condition which is being treated by a licensed health care provider, such as a medical doctor, on a continuing basis or which requires inpatient care such as hospitalization.

(d) Duration of FMLA Leave.

An eligible employee can take up to twelve (12) weeks (or up to twenty-six (26) weeks of leave to care for an injured or ill service member) under this policy during any 12-month period.  The County will measure the 12-month period as a rolling 12-month period measured backward from the date an employee first uses any leave under this policy.  Each time an employee takes leave, the County will compute the amount of leave the employee has taken under this policy in the last twelve (12) months and subtract it from the 12 weeks (or up to twenty-six (26) weeks of leave to care for an injured or ill service member) of available leave, with the balance remaining being the amount the employee is entitled to take at that time.  The twelve (12) weeks granted under this policy does not expand nor is it in addition to leave provided under certain other forms of leave.  (See below in Section 3, Other Leaves of Absence.)

If spouses are both employees of the County, and both want to take leave for the same event, such as the birth of a child, or due to the serious health condition of one, they will only be allowed a total combined twelve (12) weeks, to be divided between them as requested.  In the case of the spouses requesting time to care for the same service member under Injured Service Members Act, the combined leave total will be limited to twenty-six (26) weeks.

Leave does not have to be taken concurrently and in some cases will be allowed “intermittently or on a reduced leave schedule.”  For example, an employee may be allowed to be absent four (4) hours, twice a week, in order to undergo dialysis.  In no case will FMLA qualified leave exceed twelve (12) work weeks (or twenty-six (26) weeks of leave to care for an injured or ill service member) over a 12-month rolling leave period.

(e) Limitations on FMLA Leave.

This policy is intended to provide information to employees and is not intended to be comprehensive.  Every situation will be addressed based on the needs of the employee as well as the operational, administrative and personnel needs of the County.  The Family and Medical Leave Act and the regulations of the U.S. Department of Labor may be consulted to address questions and situations not covered by this policy.

Intermittent and reduced schedule leave will be scheduled with minimal disruption to an employee’s job.  In exercising rights under this policy, employees are expected to cooperate by, for example, scheduling appointments during scheduled time off or outside of working hours.


(f) Utilizing FMLA Leave.

It is each employee’s responsibility to give the County notice of the need for leave.  In cases where the need for leave is foreseeable, such as “bonding leave” requested for the birth or adoption of a child, employees will be expected to provide notice at least thirty (30) days in advance.  In every case, notice of the need for FMLA qualified leave should be provided as soon as is possible.

In a case where an employee fails to provide thirty (30) days’ notice of the need for leave in a foreseeable situation and no reasonable explanation can be provided for the failure or delay to provide notice, the County may require delay of the beginning of leave for up to thirty (30) days from the date notice is given in order to meet the operational and administrative needs of the County.

In a situation where an employee is absent and the County believes the reason for the absence may be due to an FMLA qualified event, the County will designate the leave as qualified and provide the employee with a written designation and verification form.  The employee is responsible for completion and return of the verification form within fifteen (15) days of receipt.  If the reason for leave involves treatment by a health care provider, that provider must complete the verification form or provide written verification of the health condition being treated, the 
reasons for leave, restrictions, limitations and/or accommodation requested, and expected return date.  The failure to return the fully completed verification form may result in the leave not being qualified as FMLA protected in which case the leave will be treated as an absence under other applicable absenteeism and/or attendance policies.  The submission of false or fraudulent information under this policy may result in discipline up to and including termination.  Any information provided to the Human Resources Department or its designees under this policy under will be maintained confidentially and in accordance with the Americans with Disabilities Act of 1990 (ADA) and the Health Insurance Portability and Accountability Act (HIPAA) guidelines.

An employee who fails to return to work and does not contact the Human Resources Department or Department Designee at the expiration of an FMLA qualified leave will be assumed to have voluntarily abandoned his or her position with the County.  Upon return from an FMLA qualified leave of absence, the employee will be returned to the same position held prior to the leave or to an equivalent position with equivalent pay, benefits, seniority.  Employees returning from an FMLA qualified leave taken due to a serious health condition will be required to provide verification from a health care provider of fitness for work, restrictions and/or accommodations needed.  The County may, at its expense, require a returning employee to undergo an independent medical examination in order to determine fitness for work, restrictions and/or accommodations needed.  An employee must be otherwise entitled to reinstatement in order to be returned to employment at the end of an FMLA qualified leave.
Section 62-178   Discretionary Leaves of Absence

Employees who are not eligible for FMLA-qualified leave or have exhausted FMLA-qualified leave, who are not absent due to a work-related injury or illness, and are unable to report/return to work may make a written request to the Human Resources Department or its designees for a discretionary leave of absence.  The employee making the request should outline the reason for and expected duration of the leave.  The Human Resources Department or its designees will forward the request to the Department Head with recommendations on whether the request should be granted.  The Department Head shall have the right of final approval of a request under this policy.  The County may request documentation and/or verification of the reason for any request under this leave.  The failure to provide verifiable documentation or verification under this policy may result in the leave being treated as an absence under other applicable absenteeism and/or attendance policies.  The submission of false or fraudulent information under this policy may result in discipline up to and including termination.  Information provided to the Human Resources Department or its designees under this policy shall be maintained confidentially and in accordance with ADA and HIPAA guidelines.

Unpaid discretionary leaves of absence will not be granted unless/until all accrued and unused paid time off (except that sick pay will be used only if leave is for an applicable reason under the sick pay policy) is used and exhausted.  During a period of unpaid leave under this policy, no benefits will accrue.  Group health plan benefits will be continued on the same terms and conditions as existed at the beginning of the leave period, as noted in the health insurance section below.

Leave granted under this policy will be entirely at the discretion of Winnebago County, except that the request may not be arbitrarily or capriciously denied.  In considering requests under this policy, Winnebago County will consider such factors as the requesting employee’s tenure and work record, the nature of the position held as well as the administrative, personnel and operational needs of the County.  No leave granted under this policy will be greater than twelve (12) weeks in duration.  An employee who has been off of work in excess of twelve (12) months may be terminated.  Prior to the expiration of a leave granted under this policy, it is the employee’s responsibility to request an extension if an extension is desired.  An employee returning to work from a discretionary leave taken for medical or health reasons must provide a written verification from a health care provider of his or her fitness for work, restrictions and/or accommodations needed.  In such a case, the County may, at its expense, require a returning employee to undergo a medical examination to determine fitness for work, restrictions and/or accommodations needed.

Although it will endeavor to return an employee to the position held at the time leave commenced under this policy, the County does not and cannot guarantee that an employee granted leave pursuant to this policy will be returned to the same position or a substantially similar position.  If an employee is returned to a different position than that held when the leave commenced, it will be at the level of pay, benefits and seniority incumbent with the position offered.  

Section 62-179   Other Leaves of Absence

(a) Military Leave

(1) Employees who are called to active duty in any component, regular, reserve or National Guard, of the U.S. Armed Services (the Air Force, Army, Coast Guard, Marine Corps and Navy) will be granted an unpaid leave of absence not to exceed five (5) years for that period of active duty.  An employee returning to employment following a period of active duty shall be treated by Winnebago County as though he/she had been continuously employed in terms of seniority, pay, benefits, promotions, etc.  Employees are expected, to the extent possible, to provide Winnebago County with a copy of orders or other notice of a period of active duty.  Additionally, employees must notify the Winnebago County Human Resources Department or its designee, of their intent to return to work within ninety (90) days of the end of a period of active duty or will be considered to have voluntarily resigned their positions.

(2) Pursuant to the terms of the Illinois Military Leave of Absence Act and as public employees, employees shall continue to receive their compensation during leaves for annual training. In the event of a leave for specialized or advance training or basic training of up to sixty (60) days, employees will be paid the difference between their military pay and their pay as public employees if the military pay is less than regular pay, based on a scheduled work week without overtime.  After sixty (60) days, the differential pay shall cease and further leave shall be unpaid.  Employees activated for service shall continue to be paid the difference between their military pay and their pay as public employees if the military pay is less than regular pay, without overtime.  (See 5 ILCS 325/0.01 et seq.).


(3) Eligible employees may be granted up to forty (40) hours of paid leave annually (a maximum eight (8) hours per month) to serve on a military funeral honors detail. Eligible employees must have twelve (12) months of service, and have worked 1,250 hours in the previous 12-month period.

The definition of "Funeral honors detail" under the Military Leave of Absence Act means an honor guard detail provided for the funeral of any veteran in compliance with 10 U.S.C. 1491 and any associated federal regulations. A "funeral honors detail" consists of at least two (2) members of the U.S. Armed Forces, one of whom is from the deceased veteran's service branch, with the remainder of the detail consisting of members of the armed forces, whether retired or not, or members of an authorized provider. The funeral honors detail performs at the funeral a ceremony that includes the folding of a United States flag and presentation of the flag to the veteran's family and the playing of "Taps".

An employee qualifies for this paid leave for funeral honors detail if the employee is: trained to participate in a funeral honors detail at the funeral of a veteran; AND is either (A) a retired or active member of the armed forces of the United States or a member of a reserve component of the armed forces of the United States, including the Illinois National Guard; or (B) an authorized provider, or a registered member of a nonprofit or other organization that is an authorized provider, including a member of a veterans service organization.

(b) Victims Economic Security and Safety Act (VESSA Leave)
1. Employees of Winnebago County who are victims of domestic violence, sexual violence, gender violence or any other crime of violence or whose family or household members are victims of such violence may request up to twelve (12) work weeks of unpaid leave per twelve (12)-month rolling time period which begins with the first day of leave, for one or more of the following reasons:
i. seeking medical attention for, or recovering from, physical or psychological injuries caused by domestic violence, sexual violence, gender violence, or any other crime of violence to the employee or the employee's family or household member;
ii. obtaining services from a victim services organization for the employee or the employee's family or household member;
iii. obtaining psychological or other counseling for the employee or the employee's family or household member; 
iv. participating in safety planning, temporarily or permanently relocating, or taking other actions to increase the safety of the employee or the employee's family or household member from future domestic violence, sexual violence, gender violence, or any other crime of violence or ensure economic security;
v. seeking legal assistance or remedies to ensure the health and safety of the employee or the employee's family or household member, including preparing for or participating in any civil, criminal, or military legal proceeding related to or derived from domestic violence, sexual violence, gender violence, or any other crime of violence; or
vi. taking up to ten (10) days leave to attend the funeral of a family or household member who is killed in a crime of violence; to make arrangements necessitated by the death, or to grieve the death. This leave must be completed within sixty (60) days after the employee receives notice of the death. (For this subsection vi, See Bereavement Leave policy).
2. An employee shall provide their department head or immediate supervisor with at least forty-eight (48) hours’ advance notice of the employee’s intention to take VESSA leave, unless providing such notice is not reasonable and practicable. The County may require that employees seeking leave under this policy submit a sworn statement certifying that the leave is for one of the reasons cited by law (including any other documentation). The County will act to reasonably accommodate employees under this policy where requested.  
3. VESSA leave may be taken consecutively in a block of time, on an intermittent basis, or in the form of a reduced work schedule. 
4. The twelve (12) work weeks granted under this policy does not expand nor is it in addition to leave provided under the federal Family and Medical Leave Act. An employee who is entitled to take paid or unpaid leave (including family, medical, sick, vacation personal, or similar leave) from employment, pursuant to federal, State, or local law, a collective bargaining agreement, or an employment benefits program or plan may elect to substitute any period of such unpaid leave for an equivalent period of paid leave provided under this policy. The County cannot require the employee to substitute available paid or unpaid leave for leave provided under this policy. (See 820 ILCS 180/1 et seq.).

(c) Bereavement Leave.

I. POLICY 

Winnebago County recognized that employees experience the loss of family members that may affect their ability to perform their work duties, such that the County had established a bereavement policy to afford employees the necessary time to cope with these losses.

II.	SCOPE

This policy applies to every eligible employee of Winnebago County. Provided, however, that if there are bereavement-leave provisions contained in a collective bargaining agreement that conflict with the provisions of this policy as applied to an employee subject to that agreement, the agreement shall control. 

III.	GENERAL PROVISIONS

a) Family Bereavement Leave. All eligible employees shall be entitled to use a maximum of ten (10) days of unpaid family bereavement leave to attend the funeral or alternative to a funeral of a covered family member, make arrangements necessitated by the death of the covered family member, or, grieve the death of the covered family member. To be eligible for family bereavement leave, employees must have been employed for twelve (12) months and worked a minimum of 1,250 hours in the previous twelve (12) months. In the event of the death of more than one covered family member in a twelve (12) month period, an employee is entitled to up to a total of six (6) weeks of unpaid family bereavement leave during the twelve (12) month period. 

1. For purposes of family bereavement leave, “covered family member” means:
i. an employee’s child (son or daughter) who is a biological, adopted, or foster child, a stepchild, a legal ward, or a child with whom the employee stands in loco parentis;
ii. an employee’s spouse, sibling, parent, mother-in-law, father-in-law, grandchild, grandparent, or stepparent; or
iii. an employee’s domestic partner, if the domestic partnership or civil union is recognized under the law of a state or political subdivision of a state or, even if not so recognized by law, an unmarried adult person who is in a committed, personal relationship with the employee and who is designated to the County by the employee as that employee’s domestic partner.

  2.	All employees shall be entitled to use a maximum of ten (10) work days of unpaid family bereavement leave due to:
i. A miscarriage;
ii. An unsuccessful round of intrauterine insemination or of an assisted reproductive technology procedure, meaning a method of achieving a pregnancy through an artificial insemination or an embryo transfer, including gamete and embryo donation, but which does not include a pregnancy achieved through sexual intercourse;
iii. A failed adoption match or an adoption that is not finalized because it is contested by another party;
iv. A failed surrogacy agreement;
v. A diagnosis that negatively impacts pregnancy or fertility; or
vi. A stillbirth.

b)	Child Extended Bereavement Leave. Full-time employees who have worked of two (2) weeks are entitled to child extended bereavement leave. Eligible employees are entitled to up to twelve (12) weeks of unpaid leave if the employee experiences the loss of a child by suicide or homicide. For purposes of this subsection, the term “child” shall have the same definition as provided in Section III(a)(1)(i).  

1. Child extended bereavement leave may be taken in a single continuous period or intermittently in increments of no less than four (4) hours, but leave must be completed within one (1) year after the employee notifies their direct supervisor or immediate supervisor of the loss. 
2. An employee shall provide their direct supervisor or immediate supervisor with at least forty-eight (48) hours’ advance notice of the employee’s intention to take child extended bereavement leave, unless providing such notice is not reasonable and practicable.
3. Upon request, the employee shall provide their department head or immediate supervisor with reasonable documentation supporting the use of leave.  
i.  Documentation may include a death certificate, a published obituary, or written verification of death, burial, or memorial services from a mortuary, funeral home, burial society, crematorium, religious institution, or government agency. Documentation must include cause of death.  
4. In no event shall an employee have a right to take unpaid child extended bereavement leave in excess of the unpaid child extended bereavement leave set forth in this policy; nor shall the unpaid leave set forth herein be in addition to the unpaid leave time permitted by the federal Family and Medical Leave Act of 1993 (FMLA) and the Family Bereavement Leave Act.

IV. REQUIREMENTS AND LIMITATIONS ON SCOPE 

a) Family bereavement leave under Section III (a) of this policy must be completed within sixty (60) days after the date on which the employee receives notice of the death of the covered family member. 
b) Family bereavement leave under Section III (a)(2) of this policy must be completed within sixty (60) days after the date on which an event listed in Section III (a)(2) occurs.
c) An employee shall provide their department head or immediate supervisor with at least forty-eight (48) hours’ advance notice of the employee’s intention to take family bereavement leave, unless providing such notice is not reasonable and practicable.
d) In no event shall an employee have a right to take unpaid family bereavement leave in excess of the unpaid family bereavement leave set forth in this policy; nor shall the unpaid leave set forth herein be in addition to the unpaid leave time permitted by FMLA and the Child Extended Bereavement Leave Act.

V.	RESERVATION OF RIGHT TO REQUEST DOCUMENTATION

The County reserves the right to require the employee to provide reasonable documentation in support of the employee’s request for family bereavement leave. 

a) For leave requested under Section III (a) of this policy, documentation may include a death certificate, a published obituary, or written verification of death, burial, or memorial services from a mortuary, funeral home, burial society, crematorium, religious institution, or government agency.
b) For leave resulting from an event listed under Section III (a)(2) of this policy, reasonable documentation shall include a form, to be provided by the Department of Labor, to be filled out by a health care practitioner who has treated the employee or the employee’s spouse or domestic partner, or surrogate, for an event listed under Section III (a)(2), or documentation from the adoption or surrogacy organization that the employee worked with related to an event listed under Section III (a)(2), certifying that the employee or his or her spouse or domestic partner has experienced an event listed under Section III (a)(2), provided that the County may not require that the employee identify which category of event necessitated the leave.

VI.	OPTION OF EMPLOYEE TO USE ACCRUED LEAVE
[bookmark: _Hlk227142931]An employee who is entitled to take paid or unpaid leave (including family, medical, sick, vacation personal, or similar leave) from employment, pursuant to federal, State, or local law, a collective bargaining agreement, or an employment benefits program or plan may elect to substitute any period of such leave for an equivalent period of leave provided under Section III of this policy.		


VII.	THREE DAYS PAID BEREAVEMENT LEAVE 
a) Notwithstanding the foregoing provisions that are consistent with the Family Bereavement Leave Act and the Child Extended Bereavement Act, all employees shall be afforded up to three (3) paid consecutive scheduled work days for the purposes outlined in Section III. 
b) The three (3) consecutive scheduled work days of paid bereavement leave described in this subsection is not in addition to the maximum period of unpaid bereavement leave described in Section III, but rather, three (3) days of the maximum period of bereavement leave described in Section III, shall be paid leave, provided they are consecutive scheduled work days.
c) Bereavement pay is calculated based on the base pay rate at the time of the absence for standard scheduled hours for each day of leave taken. This pay will not include any special forms of compensation, such as shift differential or weekend premium. Paid time off, pursuant to this subsection, will not be counted as hours worked for purposes of the calculation of overtime. 

VIII.	 DEATH OF OTHER RELATIVES
In the event of the death of a relative who does not fall within the statutory definition of a covered family member under Section III, an employee may utilize accrued leave, or in the absence of any other eligible accrued leave, an employee may utilize two (2) days leave without pay, unless such absence would unduly interfere with the administrative, personnel or operational needs of the County. 

(d)  Jury Duty and Summonses.

Winnebago County will not aid or assist any employee in avoiding jury duty.  If the administrative, personnel or operational needs of the County so require, it may assist an employee who receives a summons for jury duty in delaying service.  Full-time employees who are called to jury duty will be compensated at their regular hourly rate for their standard scheduled hours for each day of service.  Any compensation received from the court for jury service shall be surrendered to the Human Resources Department or its designees.  Payment under this policy shall not exceed four weeks (160 hours).  If required to serve longer than four (4) consecutive weeks, jury duty leave shall be unpaid and employees may keep compensation received from the court.  Upon reaching unpaid time off under this section, all accrued benefits shall stop accruing and payment under this policy may not be used in conjunction with any other paid time off or leave. Employees who are summoned for deposition or other testimony in their capacity as employees or agents of Winnebago County must make their Department Heads aware of the receipt of any such summons or subpoena as soon as it is received or reasonably possible.
           Time incurred in responding to summonses and subpoenas shall constitute hours worked for purpose of the calculation of overtime and shall be paid at the employee’s regular hourly rate.
Employees who are required to appear in court or give deposition for personal or non-work-related reasons may use a personal day, vacation day or request an unpaid absence.  Granting time off to respond to a summons or subpoena will be at the discretion of the employee’s Department Head.  Employees required to personally appear as a defendant in a criminal matter shall be subject to discipline as provided for elsewhere in County policies.

(e)  Educational Leave. 

A leave of absence for a period not to exceed one (1) year may be granted to an employee in order that the employee may attend a recognized college, university, trade or technical school, high or primary school, provided that the course of instruction is reasonably related to his/her employment for the potential benefit of Winnebago County.  Leave granted under this policy shall be at the discretion of Winnebago County and shall not be paid.  An employee granted a leave of absence under this policy shall not continue to accrue benefits or seniority during the period of the leave.  Group health insurance benefits shall be continued under the same terms and conditions as existed prior to the beginning of the leave period as noted in the health insurance section below.  No other leaves or paid time off may be used in conjunction with this section of the policy.  Although Winnebago County will endeavor to return an employee taking leave under this policy to the same or a substantially similar position as that held before the leave began, it is not guaranteed.

An employee requesting a leave of absence under this policy must submit to his/her Department Head a written request including satisfactory evidence that the college, university or other school has accepted him/her as a student and, on the expiration of each semester or other school term, shall submit proof of attendance during such term.  Leave granted under this policy may be extended for additional periods of up to one (1) year upon written request of the employee and submission of evidence to the Department Head of the successful completion of the course(s) of study for which the original leave was granted.

If an employee is attending training for the purpose of maintaining licensure or necessary certification for his/her employment with the County, unpaid time off and/or compensation will be provided in accordance with applicable wage and overtime laws and/or applicable collective bargaining agreement.


(f)  Union Business.
Winnebago County employees who are members of a collective bargaining unit shall be provided with time off and compensation for the conduct of union business in accordance with the terms and conditions of an applicable collective bargaining agreement.

(g)  School Visitation Rights.

Employees are expected to use vacation or personal days in order to attend parent/teacher conferences or other school related functions for their own children.  If, however, an employee has expended all paid time off or is otherwise ineligible, Winnebago County will grant him/her up to four (4) hours of unpaid time off per year for attendance at school functions.

(h) Neonatal Intensive Care Unit Leave (NICU Leave). 

Winnebago County will provide eligible employees up to twenty (20) days of unpaid NICU leave while a child of the employee is a patient in a neonatal intensive care Unit. An employee shall be entitled to NICU leave for up to twenty (20) days or the length of time the employee’s child was a patient in a neonatal intensive care unit, whichever is less. NICU leave is available to employees regardless of their length of service (i.e., part-time, full-time or temporary/seasonal status).  The leave can be taken continuously or intermittently at the employee’s selection.  

The definition of “child” under NICU Leave includes “a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person standing in loco parentis.”

NICU leave is separate from and in addition to leave provided to eligible employees under the Family and Medical Leave Act (FMLA).  Eligible employees must first exhaust their FMLA; if their child remains in the NICU after FMLA is exhausted, the employee is then entitled to use NICU leave. Winnebago County shall not require that an employee use any paid leave available to the employee for any reason instead of leave the employee is entitled to under this NICU Leave.

Winnebago County may require reasonable verification, such as certification 
from a medical provider confirming the length of the NICU stay. This reasonable verification shall exclude any confidential information protected by the Health Insurance Portability and Accountability Act of 1996 (HIPAA) or other privacy laws.

Eligible employees returning from this NICU Leave must be reinstated to their original or a substantially equivalent position with no loss of accrued or held benefits, including health insurance benefits.  

(i) Nursing Mothers in the Workplace.

Winnebago County will provide employees who are nursing mothers with thirty (30) minutes of paid break time each time they need to express milk for her nursing infant child, for up to one (1) year after the child’s birth. The break time may run concurrently with any break time already provided to the employee. 

(j) Blood and Organ Donation Leave.

Winnebago County will provide participating employees with paid leave for organ, bone marrow or blood donation.  Employees may take up to ten (10) days of paid leave in a 12-month period for organ or bone marrow donation, and one (1) hour for every fifty-six (56) days for blood donation.  This applies to both full-time and part-time employees. Employees may take up to two (2) hours or more, up to twenty-four (24) times in a 12-month period, for platelet donation. 

The definition of “participating employee” under Blood and Organ Donation means a full-time or part-time employee who has been employed by an employer for a period of six (6) months or more and who donates blood or an organ. For a part-time employee taking leave under this section, Winnebago County shall calculate the daily average pay the part-time employee received during his or her previous two (2) months of employment and compensate the part-time employee in the amount of the daily average pay for the leave days used.

Winnebago County may require proof of the donation, and employees shall provide reasonable notice to their department head or immediate supervisor. 

An employee may not be required to use accumulated sick or vacation
leave time before being eligible for organ donor leave.

Section 62-180   Applicable guidelines for all Leaves of Absence

(a)  Concurrent Use of Other Paid Time Off During Leave

If an employee has accrued or is eligible for paid time off (e.g. vacation pay, sick pay, personal day pay, etc.) or other paid leave (disability or workers’ compensation, etc., provided that leave meets FMLA/leave requirements), the employee must use such paid benefits concurrently with FMLA leave to the extent that this does not conflict with IMRF disability benefits.  The use of paid time off during a period of FMLA leave does not extend the twelve (12) or twenty-six (26) work-week leave period.

Accrual based benefits such as vacation and sick pay shall not accrue during any unpaid period of FMLA qualified, discretionary or educational leave.  


(b)  Health Insurance While on Leave

Winnebago County will continue qualified health insurance benefits for eligible and participating employees while on an FMLA qualified leave under the same terms and conditions as existed the day the leave began.

During a leave of absence, the employee is responsible for the payment of the employee portion of health insurance premiums.  If an employee continues to receive pay as the result of the use of paid time off such as sick pay or vacation pay while on a qualified leave, the County will continue to deduct the employee portion of insurance premiums.  In the event the employee is on an unpaid leave or on IMRF Disability and no longer receiving compensation through the payroll process, the County shall continue to make contributions toward the cost of the Group Health Insurance coverage for a period of ninety (90) calendar days and the employee shall pay the amount that is normally deducted per payroll period from his/her payroll check.  At the end of the ninety (90) day period, the employee may continue his/her coverage by paying the full cost for coverage. 

In the event that an employee is receiving Workers’ Compensation Temporary Total Disability (TTD) payments pursuant to the Illinois Workers’ Compensation Act, the employee shall be required to contribute his/her portion of the cost of the Group Health Insurance coverage for a period of twelve (12) months from the initial date of injury.  Thereafter, the employee shall be responsible to pay the full cost of the Group Health Insurance premium.

A payment schedule will be set up at the commencement of a period of a leave of absence.  The County will continue to make the employer contribution toward maintenance of coverage for the duration of an FMLA qualified leave, but the employee shall be responsible for reimbursement of the employee contribution during or upon return from leave.  In all other cases, payment of the employee contribution shall be made in accordance with the payment schedule.  Non-payment of employee contributions or payment that is more than thirty (30) days late, may result in termination and lapse of insurance coverage.  Cancellation or lapse will be retroactive to the last day of coverage from the last payment of the employee contribution made by the employee.  In the event of non-payment of employee contributions to coverage, the County may act to recover payments made by it in order to continue coverage.

Outstanding premium balances will disqualify otherwise eligible employees from future participation in the Group Health Insurance Program until such time as outstanding balances are resolved.  Any event which causes coverage to lapse will necessitate re-enrollment in accordance with Summary Plan Documents.  Once coverage has lapsed, payment of an outstanding premium balance does not constitute a qualifying event and does not automatically re-enroll or restore coverage.
       
(c)  Returning from Leave

An employee on any leave of extended duration, i.e. more than two (2) weeks, is responsible for communicating with his or her Department Head regarding anticipated return.  An employee who wishes to return to work earlier than originally anticipated must provide at least a five (5) business day notice of an earlier than anticipated return to the Human Resources Department or its Departmental designee.  Where notice is not provided at least five days in advance, requests for early return will be granted in accordance with the business, administrative and operational needs of the County.

The failure to return from any leave granted under this policy, without prior approval or in the absence of notice or contact from the employee, will be deemed to be a voluntary resignation by the employee.



"It is our mission to provide high quality services and promote a safe community for all people in Winnebago County".
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