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POLICY TITLE: Attendance and Leaves (FMLA/OFLA/PLO) 
 POLICY NUMBER:  4.3 

EFFECTIVE: April 1, 2024  
 REVIEWED: 2011, 2018, 2024 

 
Employees shall be performing duties at their County work site in accordance with the rules regarding hours 
of work, holidays and leaves of absence.   An employee shall not be absent from work for any reason, other 
than those specified in this policy authorizing sick leave, without making prior arrangements with the 
supervisor  

 
CALL-IN PROCEDURES 
Employees are expected to report to work as scheduled, on time and prepared to start work.  Employees are 
also expected to remain at work their entire work schedule, except for unpaid break periods or when required 
to leave on authorized Umatilla County business, and perform the work assigned to or requested of them.  
Late arrivals, early departures, or other absences from scheduled hours are disruptive and must be avoided. 
 
Unless such prior arrangements are made or specified in a policy below, an employee, shall notify the 
supervisor of the reason for absence prior to the start of their shift or as soon practicable in case of emergency 
and no later than 24 hours from start of absence.  Employees should contact their direct supervisor by phone, 
text, or email, as designated by their department/division.  Departments/divisions are required to communicate 
to employees the chain of command for call-in if an alterative supervisor has been designated to be contacted 
for absences. 

 
If the absence continues beyond the first day, the employee shall notify the supervisor on a daily basis unless 
other arrangements have been made with the supervisor and/or with a medical certification.  
Departments/Divisions shall maintain accurate records of the employee’s attendance. Not reporting to work 
and not calling to report the absence is a no-call/no-show and is a serious matter. Any unauthorized absence or 
non-compliance of notification procedures as listed above by an employee may be deemed to be an absence 
without pay and may be cause for disciplinary action.  Unauthorized or unexplained absences may be 
considered job abandonment.  
 
VACATION 
Accrual rates 
Refer to the Union contract language appropriate to the Department/Division for accrual rates for employees 
covered by Union agreements.  Employees not covered by Union agreements, “Union Exempt employees,” 
will accrue 8 hours per month, for 1-3 years (0-36 months);  10 hours per month for 4-6 years (37-72 months);  
12 hours per month for 7-9 years (73 to 108 months); 14 hours per month, for 10-12 years (109 to 144 
months); 16 hours per month for 13-15 years (145-180 months) and 18 hours per month for 16+ years (181+ 
months).  
 
Employees may take vacation credit as earned month by month subject to approval of the 
Department/Division Head after completion of six (6) months of continuous employment with the County for 
all employees, except the Department of Law Enforcement which requires twelve (12) months of continuous 
employment with the County. 
 
Those employees not beginning or terminating employment on the first or last day of the month shall receive 
pro-rated benefits.  Accruals for employees not beginning on the first day of the month shall not change until 
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the month following the appropriate anniversaries.  (Example: Employee anniversary date of January 7 
changes accrual benefits in February.)  
 
Part-time employees 
Part-time employees working 20 or more hours per week shall accrue vacation in an amount proportionate to 
that which would be accrued under full-time employment on a monthly basis.  Temporary, part-time less than 
20 hours per week, seasonal or on-call employees do not accrue vacation credits. 
 
Vacation leave shall be taken in quarter hour increments. 
 
Accumulation 
Employees may accrue up to 240 hours of vacation time, except for Deputy District Attorneys who may 
accrue up to 400 hours. Time earned in excess of 240 hours (or 400 for DDA’s), and not utilized by the 
employee, will result in the loss of such time at the end of each pay period.   Lost hours as a result of the cap 
will not be paid out. 
 
Continuous Service 
Continuous service for the purpose of accumulating vacation leave credit shall be service unbroken by any 
leave of absence from the County, with the exception of the following types of leave: approved 
FMLA/OFLA, military leave, any paid leave, leave of absence resulting from an injury incurred in the course 
of employment or authorized education or training leave with pay.  No other types of authorized leave will be 
counted as part of continuous service.  However, employees returning from such leave and employees on 
layoff status shall be entitled to vacation credit earned for service prior to the leave or layoff. 

 
Transfer credits 
When an employee is transferred to, or appointed to another department/division, their accrued vacation credit 
will be assumed by the new department.  The transferring employee shall not be entitled to vacation payout in 
lieu of transfer of credit. 

 
Termination Pay 
An employee who terminates or is terminated prior to a 6 month period shall not be entitled to cash 
compensation for accumulated vacation leave.  If the employee has completed the 6 month period and 
terminates from County service, they shall be compensated for accrued vacation based on their regular salary 
at the time of termination.  Vacation accrual for the purpose of this section shall terminate on the last day 
worked by an employee.  Upon death of any employee, compensation for accrued vacation leave shall be paid 
to the next of kin in the same manner.  Refer to CBAs for represented employees. 
 
Scheduling 
Employees shall be permitted to request scheduled vacation leave in any combination of days approved by the 
Department/Division Head who shall insure that the organization’s and needs of the public are not adversely 
impacted.  The Department/Division Head shall allow the selection of vacation days by employees on the 
basis of seniority.  However, each employee will be permitted to exercise their right of seniority only once 
annually. 
 
Accrual during illness or injury 
Employees shall accrue vacation leave credits during a sick leave until their sick leave credits are exhausted. 
 
Leave without pay 
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No employee shall receive vacation leave credits for any period of time that is leave without pay. 
 

SICK 
Under Oregon’s Sick Leave Law and this policy, “employee” includes part-time, full-time, hourly, salaried, 
exempt and non-exempt employees.  Sick leave runs concurrently with Oregon Family Leave Act leave, 
federal Family and Medical Leave Act and other leave where allowed by law. 
 
Accrual rates 
All benefitted employees shall accrue sick leave at the rate of eight (8) hours for each month of service.  
Employees working 20 or more hours a week shall accrue sick leave in an amount proportionate to that which 
would be accrued under full-time employment on a monthly basis.  Sick leave may be accumulated to a 
maximum of 2000 hours. Time earned in excess of 2000 hours not utilized by the employee, will result in the 
loss of such time at the end of each pay period.  Accrual of sick leave benefits shall begin on the first day of 
employment.  Employees shall be pro-rated for sick leave accruals for the first and last month of employment 
should he/she not begin or terminate on the first or last day of the month. 
 
Temporary, part-time employees working less than 20 hours per week, seasonal and on-call employees shall 
accrue paid sick leave at the rate of one hour for every 30 hours worked.  Sick leave may be accumulated to a 
maximum of 80 hours with no more than 40 hours utilized in any calendar year.   
 
Sick leave shall be taken in quarter hour increments.  
 
Utilization 
Accrued sick leave may be utilized after 31 days of continuous employment.  Under no circumstance can 
employees receive paid sick leave in excess of their accrued or donated balance.  Employees may use their 
accumulated sick leave when unable to perform their duties by reason of: 

1. For the diagnosis, care or treatment of a mental or physical illness, injury or health condition 
or need for preventive medical care.  This is available for the employee or their covered family 
member. 

a.  “Family member” means the employee’s: 
• Spouse or registered domestic partner; 
• Child or the child’s spouse or registered domestic partner; 
• A parent of a covered individual or the parent's spouse or domestic partner; 
• Sibling or stepsibling or the sibling’s or stepsibling’s spouse or registered 

domestic partner; 
• Grandparent or the grandparent’s spouse or registered domestic partner; 
• Grandchild or the grandchild’s spouse or registered domestic partner; or 
• Any individual related by blood or affinity whose close association with the 

employee is the equivalent of a family relationship. 
2. For any purpose allowed under the Oregon Family Leave Act, including bereavement leave.  
3. If the employee, or the employee’s minor child or dependent, is a victim of domestic violence, 

harassment, sexual assault, stalking or bias crime as defined by Oregon law and requires leave 
for any of the purposes under Oregon’s domestic violence leave law (ORS 659A.272).  

4. In the event of certain public health emergencies or other reasons specified under Oregon’s 
sick leave law.  

The list of covered family members will follow the Oregon Sick Leave Law. 
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Employee Notice of Need for Sick Leave 

Foreseeable Sick Leave. If the need for sick leave is foreseeable, an employee must notify their Supervisor as 
soon as practicable before the leave begins.  Generally, an employee must provide at least 10 days’ notice for 
foreseeable sick leave. The request shall include the anticipated duration of the sick leave, if possible. 
Employees must make a reasonable effort to schedule foreseeable sick time in a manner that minimally disrupts 
the operations of Umatilla County. Employees must notify their Supervisor of any change in the expected 
duration of sick leave as soon as is practicable. 

Unforeseeable Sick Leave: If the need for sick leave is unforeseeable, the employee must notify their 
Supervisor as soon as practicable and comply generally with Umatilla County’s call-in procedures as described 
above. 

Employees must contact their supervisor daily while on sick leave, unless an extended period of sick leave has 
been prearranged with the supervisor or when off work on protected leave. Employees shall inform their 
supervisor of any change in the duration of sick leave as soon as practicable. 
 
Sick Leave Documentation 
If an employee takes more than three consecutive scheduled workdays as sick leave, Umatilla County may 
require reasonable documentation showing that the employee was absent for an approved reason and for 
future absences. Reasonable documentation includes documentation signed by a healthcare provider, or 
documentation for victims of domestic violence, harassment, sexual assault, bias crimes, or stalking.  

 
Sick Leave Abuse 
If Umatilla County suspects sick leave abuse, including but not limited to failure to provide proper notice, 
repeated use of unscheduled sick leave or repeated use of sick leave adjacent to weekends, holidays, and/or 
vacations, Umatilla County may require documentation from a healthcare provider. Employees found to have 
abused sick leave as described here may also be subject to discipline, up to and including termination. 
 
Integration with Worker’s Compensation 
When an injury occurs in the course of employment, the County’s obligation to pay under this sick leave 
section is limited to the difference between any payment received under worker’s compensation loss and the 
employee’s regular salary as long as the employee has accrued sick leave credits.  In such instances, the 
appropriate charges will be made against the employee’s accrued sick leave at the rate of the County’s match 
until the sick leave is expended.  Currently the rate is 2/3 worker’s compensation and 1/3 County.  Refer to 
CBAs for represented employees. 
 
Illness during vacation leave 

If an employee is on vacation leave and becomes ill during that time, the employee may take sick leave for 
those days of actual illness.  A doctor’s certificate may be required by the County to substantiate the illness.  
Request for substantiation must be made to the employee on the date of return to work from vacation or 
within one day of learning of the intent to take sick leave.  At the employee’s option, vacation leave may be 
used as sick leave.  In no case will the employee be allowed to use sick leave credits to extend an approved 
vacation. 
 
Accrual during illness or injury 
Employees shall accrue sick leave credits until their paid leave credits are exhausted. 
 
Transfer of Employee 
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When an employee is transferred to or appointed to another department/division within the County, accrued 
sick leave credits shall be assumed by the new department/division. 
 
Termination 
No compensation for accrued sick leave shall be provided to any employee upon their death or termination of 
employment for any reason. 
 
Retirement 
Upon an employee’s retirement from the County, unused sick leave shall be credited to their retirement 
benefits pursuant to the rules and regulations of PERS. 
 
Leave without pay 
No employee shall receive sick leave credits for any period of time in a month that is leave without pay, 
excluding mandated furlough hours.  
 
Reversion 
Upon depletion of both sick leave and vacation leave, the employee reverts to an unpaid leave status. 
 
BEREAVEMENT 
Umatilla County recognizes the necessity for the use of Bereavement Leave for its employees.  Employees 
shall be granted up to five (5) days leave with pay in the event of death in the immediate family.  In addition, 
an employee may also use sick leave credits providing the emergency requires more than five (5) days, as 
approved by the Department/Division Head.   
 
Oregon Sick Leave Law – Bereavement Leave:  Employees who have worked for Umatilla County for 180 
calendar days, and averaged at least 25 hours per week, may take up to two weeks of unpaid bereavement 
leave per death of a Family Member.  Employees who have worked for Umatilla County for 90-180 days may 
use up to 40 hours of accrued sick leave for bereavement purposes, and who have experienced the death of a 
Family Member.  Employees who have worked for Umatilla County for fewer than 90 days may not be 
eligible for this additional leave. 
Under this policy, “Family Member” means the employee's: 

• Spouse or registered domestic partner; 
• Child or the child’s spouse or registered domestic partner; 
• A parent of a covered individual or the parent's spouse or domestic partner; 
• Sibling or stepsibling or the sibling’s or stepsibling’s spouse or registered domestic partner; 
• Grandparent or the grandparent’s spouse or registered domestic partner; 
• Grandchild or the grandchild’s spouse or registered domestic partner; or 
• Any individual related by blood or affinity whose close association with the employee is 

the equivalent of a family relationship. 
Refer to CBAs for represented employees.  

RELIGIOUS OBSERVANCE LEAVE AND ACCOMMODATION  
Umatilla County respects the sincerely held religious beliefs and observances of all employees. Umatilla 
County will make, upon request, an accommodation for such beliefs and observances when a reasonable 
accommodation is available that does not create an undue hardship on Umatilla County’s business. Employees 
may use vacation or unpaid time for religious holy days or to participate in a religious observance or practice; 
if accrued leave is not available, then an employee may request to take unpaid leave. Requests for religious 
leave or accommodation should be submitted to Human Resources, and may require information from the 
employee in support of the request for accommodation or leave. 
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CRIME VICTIM LEAVE 

Any employee who has worked an average of at least 25 hours per week for 180 days immediately before the 
date the employee takes leave is eligible for reasonable, unpaid leave to attend criminal proceedings if the 
employee or their immediate family member (defined below) has suffered financial, social, psychological or 
physical harm as a result of being a victim of certain felonies, such as kidnapping, rape, arson, and assault.  

“Immediate family member” includes a spouse, registered domestic partner, father, mother, sibling, child, 
stepchild, or grandparent of the employee. 

Employees who are eligible for crime victim leave must: 

 Use any accrued, but unused vacation/sick leave during the leave period; 
 Provide as much advance notice as is practicable of their intention to take leave (unless giving 

advance notice is not feasible); and 
 Submit a request for the leave in writing to Human Resources as far in advance as possible, 

indicating the amount of time needed, when the time will be needed, and the reason for the leave. 

In all circumstances, Umatilla County may require certification of the need for leave, such as copies of any 
notices of scheduled criminal proceedings that the employee receives from a law enforcement agency or district 
attorney’s office, police report, a protective order issued by a court, or similarly reliable sources. 
 
DOMESTIC VIOLENCE LEAVE AND ACCOMMODATION: 

All employees are eligible for reasonable unpaid leave to address domestic violence or the crimes of 
harassment, sexual assault, bias or stalking (either the employee or the employee’s minor dependents). 

Reasons for taking leave include the employee’s (or the employee’s dependent’s) need to: seek legal or law 
enforcement assistance or remedies; secure medical treatment for or time off to recover from injuries; seek 
counseling from a licensed mental health professional; obtain services from a victim services provider; or 
relocate or secure an existing home.  

Leave is generally unpaid, but the employee may use any accrued vacation, comp-time or sick leave while on 
this type of leave.  Employees should also determine whether Paid Leave Oregon may provide pay during this 
type of leave.  See the “Paid Leave Oregon” policy for more information. 

When seeking this type of leave, the employee should provide as much advance notice as is practicable of their 
intention to take leave, unless giving advance notice is not feasible. 
Notice of need to take leave should be provided by submitting a request for leave in writing to Human 
Resources as far in advance as possible, indicating the time needed, when the time will be needed, and the 
reason for the leave (see policy Attachment #3 Request for Crime Victim Leave) 

Request for Victim. Umatilla County will then generally require certification of the need for the leave, such as 
a police report, protective order or other evidence of a court proceeding, or documentation from a law 
enforcement officer, attorney, healthcare professional, member of the clergy, or victim services provider. 

If more leave than originally authorized needs to be taken, the employee should give Human Resources notice 
as soon as is practicable prior to the end of the authorized leave. When taking leave in an unanticipated or 
emergency situation, the employee must give verbal or written notice as soon as is practicable. When leave is 
unanticipated, this notice may be given by any person on the employee’s behalf. 

Finally, employees who are victims of domestic violence, harassment, sexual assault, bias crimes or stalking 
maybe entitled to a “reasonable safety accommodation” that will allow the employee to more safely continue 
to work, unless such an accommodation would impose an “undue hardship” on Umatilla County. Please contact 
Human Resources immediately with requests for reasonable safety accommodations. 
 



7 

FMLA/OFLA 
Attachment #1 Certification for Serious Health Condition for Employee and Family Member 
Attachment #2 Parental Leave Request 

The following is a summary of Family and Medical Leave policy and procedures under the federal Family 
Medical Leave Act (FMLA) and the Oregon Family Leave Act (OFLA).  The leaves available under these two 
laws will collectively be referred to as “Family Medical Leave” in this policy unless specified otherwise. 

Generally, and as will be discussed, eligible employees are entitled to 12 weeks of unpaid leave for the reasons 
identified below. Federal and Oregon law prohibits retaliation against an employee with respect to hiring or 
any other term or condition of employment because the employee asked about, requested or used Family and 
Medical Leave. In all cases, applicable Oregon and federal laws, rules, policies and collective bargaining 
agreements govern the employee’s and the Umatilla County’s rights and obligations, not this policy. 

Employees seeking further information should contact Human Resources. Please also refer to the “Employee 
Rights and Responsibilities Under the Family Medical Leave Act” and “Oregon Family Leave Act” notices 
posted in the Human Resources Office as well as the County intranet, which are incorporated here by reference. 

 Definitions 

Child/Son or Daughter 

For purposes of OFLA, “child” includes a biological, adopted, foster or stepchild, the child of a registered 
domestic partner or a child with whom the employee is in a relationship of in loco parentis. For purposes 
of OFLA Serious Health Condition Leave, the “child” can be any age; for all other types of leave under 
OFLA, the “child” must be under the age of 18 or over 18 if incapable of self-care. 

A “son or daughter” is defined by FMLA as a biological, adopted, or foster child, a stepchild, a legal ward, or 
a child of a person standing in loco parentis who is either under 18 years of age or is 18 years of age or older 
and “incapable of self-care because of a mental or physical disability” at the time FMLA leave is to commence. 
FMLA also provides separate definitions of “son or daughter” for FMLA military family leave that are not 
restricted by age — see below. 

Eligible Employee 

OFLA - To qualify for OFLA leave for a Serious Health Condition or Sick Child Leave, an employee must 
have been employed for at least 180 days and worked an average of at least 25 hours per week.  

Parental Leave - To qualify for Parental Leave under OFLA, an employee must have been employed for at least 
180 days (no per-week hourly minimum is required). 

OMFLA - For purposes of Oregon Military Family Leave Act leave, the employee need have only worked 20 
hours per week (no minimum length of employment required). A different calculation method applies for 
reemployed service members under USERRA who seek OMFLA leave; see Human Resources for more 
information. 

FMLA - Employees are eligible for FMLA leave if they have worked for a covered employer for at least one 
year (which may be based on separate stints of employment) and for 1,250 hours during the 12 months preceding 
the date leave is to begin.  

Public Health Emergency Leave - Employees are eligible to take any OFLA leave during a Public Health 
Emergency if they have worked: (a) more than 30 days immediately before the date on which the leave would 
begin; or (b) an average of 25 hours per week in the 30 days immediately before the date on which the leave 
would begin.  This is available to employees who are eligible for OFLA only.  See the definition of “public 
health emergency” below. 

Leave under FMLA and OFLA will run concurrently when permitted.  If applicable, leave under FMLA and 
OFLA will also run concurrently with Paid Leave Oregon leave – see Paid Leave Oregon policy below. 
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Family Medical Leave 

This includes all the types of leave identified in the section below, entitled “Reasons for Taking Leave,” unless 
otherwise specified. 

Family Member 

 For purposes of FMLA, “family member” is defined as a spouse, parent or a “son” or “daughter” 
(defined above). 

 For purposes of OFLA, “family member” includes (1) the eligible employee’s spouse, registered 
domestic partner, sibling/step-sibling, parent, grandparent, child, or grandchild; (2) the spouse, or 
registered domestic partner of the eligible employee’s sibling/step-sibling, parent, grandparent, 
child or grandchild; or (3) Any individual related by blood or affinity whose close association with 
an eligible employee is the equivalent of a family relationship.  
 

Serious Health Condition 

“Serious health condition” is defined under FMLA and OFLA as an illness, injury, impairment, or physical or 
mental condition that involves either an overnight stay in a medical care facility, or continuing treatment by a 
healthcare provider for a condition that either prevents the employee from performing the functions of the 
employee’s job, or prevents the qualified family member from participating in school or other daily activities.  
Under OFLA only, “serious health condition” includes any period of absence for the donation of a body part, 
organ or tissue, including preoperative or diagnostic services, surgery, post-operative treatment and recovery. 

Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of 
more than three consecutive calendar days combined with at least two visits to a healthcare provider or one visit 
and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic condition.  

Other conditions may meet the definition of a “serious health condition;” see Human Resources for more 
information. The common cold, flu, earaches, upset stomach, minor ulcers, headaches other than migraine, 
routine dental or orthodontia problems, periodontal disease, and cosmetic treatments (without complications), 
are examples of conditions that are not generally defined as serious health conditions. 

Public Health Emergency 

For purposes of OFLA only, a “public health emergency” is a public health emergency declared under ORS 
433.441 or an emergency declaration declared under ORS 401.165.  Examples of this include when the State of 
Oregon declared a COVID-19 state of emergency in March 2020 and the wildfire state of emergency in June 
2021. 

 Reasons for Taking Leave 

Family Medical Leave may be taken under any of the following circumstances: 

1. Call to Active Duty Leave: Eligible employees with a spouse, son, daughter or parent on active 
duty or call to active duty status in the regular Armed Forces, National Guard or Reserves in 
support of a contingency operation may use their 12-week leave entitlement to address certain 
“qualifying exigencies.” “Qualifying exigencies” may include attending certain military events, 
arranging for alternative childcare, addressing certain financial and legal arrangements, attending 
certain counseling sessions, and attending post-deployment reintegration briefings. This type of 
leave is available under FMLA only; however, under OFLA, specifically under the Oregon 
Military Family Leave Act, during a period of military conflict, as defined by the statute, eligible 
employees with a spouse or registered domestic partner who is a member of the Armed Forces, 
National Guard, or military reserve forces of the U.S. and who has been notified of an impending 
call or order to active duty, or who has been deployed, is entitled to a total of 14 days of unpaid 
leave per deployment after the military spouse or registered domestic partner has been notified of 
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an impending call or order to active duty and before deployment and when the military person is 
on leave from deployment. 

2. Employee’s Serious Health Condition Leave: To recover from or seek treatment for an employee’s 
serious health condition, including pregnancy-related conditions and prenatal care. 

3. Family Member’s Serious Health Condition Leave: To care for a family member with a serious 
health condition. 

4. Parental Leave: For the birth of a child or for the placement of a child under 18 years of age for 
adoption or foster care. Parental leave must be completed within 12 months of the birth of a 
newborn or placement of an adopted or foster child. 

5. Pregnancy Disability Leave: For incapacity due to pregnancy, prenatal medical care or birth. 
6. Servicemember Family Leave: Eligible employees may take up to 26 weeks of leave to care for a 

“covered servicemember” during a single 12-month period. A “covered servicemember” is a 
current member of the Armed Forces, including a member of the National Guard or Reserves, who 
has a serious injury or illness incurred in the line of duty on active duty that may render the 
servicemember medically unfit to perform their duties for which the servicemember is undergoing 
medical treatment, recuperation, or therapy; or is in outpatient status; or is on the temporary 
disability retired list. Under some circumstances, a veteran will be considered a “covered 
servicemember.” This type of leave is available under FMLA only. 

7. Sick Child Leave: To care for a child who suffers from an illness or injury that does not qualify as 
a serious health condition but that requires home care. This type of leave does not provide for 
routine medical and dental appointments or issues surrounding the availability of childcare when 
the child is not ill or injured. Sick child leave is not available if another family member is able and 
willing to care for the child. This type of leave is available only to employees who are eligible 
under OFLA. 

8. Bereavement Leave. This type of leave is addressed under OFLA and may be used to deal with 
the death of a Family Member by attending the funeral of the Family Member, making 
arrangements necessitated by the death of the Family Member, or grieving the Family Member’s 
death.  See also the Bereavement Leave Section for more information. 

 Length of Leave 

In any one-year period, eligible employees may take: 

 Up to 12 weeks of Parental Leave, Serious Health Condition Leave (employee’s own or family 
member), Sick Child Leave, or Call to Active Duty Leave; 

 An additional 12 weeks of leave may be available to an eligible employee for an illness, injury 
or condition related to pregnancy or childbirth that disables the employee;  

 Employees who take the entire 12 weeks of OFLA Parental Leave may be entitled to an 
additional 12 weeks of OFLA Sick Child Leave; and/or 

 Up to two weeks of Bereavement Leave after the death of a Family Member (OFLA only). 

When leave is taken for Servicemember Family Leave, an eligible employee may take up to 26 weeks of 
leave during the One-Year Period to care for the servicemember. During the One-Year Period in which 
Servicemember Family Leave is taken, an eligible employee is entitled to a combined total of 26 weeks 
of FMLA Leave (some of which may include other types of FMLA-specific leaves of absence).  

 One-Year Period 

The “12-month period” during which leave is available (also referred to as the “One-Year Period”) is a 
period of 52 consecutive weeks beginning on the Sunday immediately preceding the date on which the 
employee’s Family Medical Leave begins.   

 Intermittent Leave 
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Intermittent or reduced schedule leave may be taken during a period of Family Member or Employee 
Serious Health Condition Leave or Servicemember Family Leave. Additionally, Call to Active Duty 
Leave may be taken on an intermittent or reduced leave schedule basis. An employee may be temporarily 
reassigned to a position that better accommodates an intermittent or reduced schedule; employees covered 
by OFLA will not be reassigned without their expressed consent and agreement. Employees must make 
reasonable efforts to schedule planned medical treatments to minimize disruption of Umatilla County 
operations, including consulting management prior to the scheduling of treatment in order to work out a 
treatment schedule which best suits the needs of both Umatilla County and the employee. Intermittent 
leave for Parental Leave is not available. 

 Employee Responsibilities – Notice   

Employees must provide at least 30 days’ notice before Family Medical Leave is to begin if the reason for 
leave is foreseeable based on an expected birth, placement for adoption or foster care, planned medical 
treatment for a serious health condition of the employee or of a family member, or the planned treatment 
for a serious injury or illness of a covered servicemember (Servicemember Family Leave). If 30 days’ notice 
is not practicable, because of a lack of knowledge of approximately when leave will be required to begin, a 
change in circumstances, or a medical emergency, notice must be given as soon as practicable. If the 
situation giving rise to a Sick Child Leave is unforeseeable, an employee must give verbal or written notice 
to Umatilla County within 24 hours of commencement of the leave. 

For Call to Active Duty Leave, notice must be provided as soon as practicable, regardless of how far in 
advance such leave is foreseeable. 

Whether leave is to be continuous or is to be taken intermittently or on a reduced schedule basis, notice need 
only be given one time, but the employee must let Human Resources know as soon as practicable if dates 
of scheduled leave change or are extended, or were initially unknown. 

If circumstances change during the leave and the leave period differs from the original request, the employee 
must notify Human Resources within three business days, or as soon as possible. Further, employees must 
provide written notice to Human Resources within three days of returning to work. 

Regardless of the reason for leave, or whether the need for leave is foreseeable, employees will be expected 
to comply with Umatilla County’s normal call-in procedures. Employees who fail to comply with Umatilla 
County’s leave procedures may be denied leave, subject to discipline, or the start date of the employee’s 
Family Medical Leave may be delayed. 

 Certification 

Generally speaking, employees must provide sufficient information for Umatilla County to determine if the 
leave may qualify for FMLA or OFLA protection and the anticipated timing and duration of the leave. 
Sufficient information may include that the employee is unable to perform job functions, the family member 
is unable to perform daily activities, the need for hospitalization or continuing treatment by a healthcare 
provider, or circumstances supporting the need for either Call to Active Duty or Servicemember Family 
Leave. 

Employees also must inform the Umatilla County if the requested leave is for a reason for which FMLA 
leave was previously taken or certified. Additionally: 

1. Employees requesting serious health condition leave for themselves or to care for a covered 
family member will be required to provide certification from the healthcare provider of the 
employee or the covered family member to support the request. 

2. Employees requesting sick child leave under OFLA may be required to submit, at a 
minimum, a note from a doctor if the employee has requested to use more than three days 
(i.e., one three-day occurrence or three separate instances) of sick child leave within a one-
year period. 
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Employees must furnish Umatilla County’s requested medical certification information within 15 calendar 
days after such information is requested by Umatilla County. In some cases (except for leave to care for a 
sick child), Umatilla County may require a second or third opinion, at Umatilla County’s expense. 
Employees also may be required to submit subsequent medical verification. 

Employees will not be asked for, and they should not provide, any genetic information about themselves 
or a family member in connection with a FMLA/OFLA medical certification. 

 Medical Certification Prior to Returning to Work 

If Family Medical Leave is for the employee’s own serious health condition, the employee must furnish, 
prior to returning to work, medical certification from their healthcare provider stating that the employee 
is able to resume work. 

 Substitution of Paid Leave for Unpaid Leave  
Employees are required to use accrued paid leave, including floating holidays, vacation, compensatory 
time, and sick leave prior to a period of unpaid leave of absence on Family Medical Leave (not 
applicable to employees using Paid Leave Oregon).   Use of accrued paid leaves will run concurrently 
with Family Medical Leave. If the employee has no accrued paid leave, floating holidays, vacation, 
compensatory time or sick leave available to use during a Family Medical Leave, the leave will be 
unpaid.  Refer to CBAs for represented employees. 

 Holiday Pay While on Leave 

Employees using vacation pay or sick pay during a portion of approved Family Medical Leave in which 
a holiday occurs will qualify to receive holiday pay. Employees who are on unpaid leave during a holiday 
will not qualify to receive holiday pay. 

 On-the-Job Injury or Illness 

Periods of employee disability resulting from a compensable on-the-job injury or illness will qualify for 
FMLA Leave if the injury or illness is a “serious health condition” as defined by applicable law. 

OFLA leave will not be reduced by and will not run concurrently with any period the employee is unable 
to work because of a disabling compensable on-the-job injury; however, if the injury or illness is a “serious 
health condition” as defined by Oregon law and the employee has refused a bona fide offer of light-duty 
or modified employment, OFLA leave will commence. 

If the employee’s serious health condition is the result of an on-the-job injury or illness, the employee 
may qualify for workers’ compensation time-loss benefits. 

If an employee is on approved FMLA or OFLA Leave, Umatilla County will continue the employee’s 
health coverage under any “group health plan” on the same terms as if the employee had continued to 
work. An employee wishing to maintain health insurance during a period of approved FMLA or OFLA 
leave will be responsible for bearing the cost of their share of group health plan premiums which had been 
paid by the employee prior to the FMLA/OFLA leave. Employees will not accrue vacation, sick leave or 
other benefits (other than health insurance) while the employee is on an unpaid FMLA or OFLA leave. 
The leave period, however, will be treated as continuous service.   

Job Protection 

Employees returning to work from Family Medical Leave will be reinstated to their former position. If 
the position has been eliminated, the employee may be reassigned to an available equivalent position. 
Reinstatement is not guaranteed if the position has been eliminated under circumstances where the law 
does not require reinstatement. 

Employees are expected to promptly return to work when the circumstances requiring Family Medical 
Leave have been resolved, even if leave was originally approved for a longer period. If an employee does 
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not return to work at the end of a designated Family Medical Leave period, reinstatement may not be 
available unless the law requires otherwise.   

The use of Family Medical Leave cannot result in the loss of any employment benefit that accrued prior to 
the start of an employee’s leave. 

Employees who work for other employers during a “serious health condition” leave may be subject to 
discipline up to and including termination. Additionally, all employees who use Family Medical Leave for 
reasons other than the reason for which leave had been granted may be subject to discipline up to and 
including termination. 

 Restoration of Leave Bank at Time of Re-Employment 

An employee who leaves employment with Umatilla County for any reason may be eligible for OFLA leave 
if they are re-employed by Umatilla County within 180 days of the separation and if the employee was 
eligible for OFLA leave at the time of the separation. 

EXTENDED MEDICAL LEAVE WITHOUT PAY  
Any employee with a qualifying condition as defined in Oregon Sick Leave, FMLA/OFLA or PLO who 
by medical certification needs additional time off may request a leave up absence without pay not to 
exceed ninety (90) consecutive days. In no case will leave be approved if it creates an undue hardship for 
Umatilla County. 
 

All requests for leave shall be in writing, shall be directed to Human Resources containing a medical 
certification with reasonable justification for approval.  Approval or denial shall be in writing.  Attachment #7 
Leave Without Pay Request 

PAID LEAVE OREGON (PLO) 

Paid Leave Oregon (PLO) is a state-run program, administered by the Oregon Employment Department (OED), 
that allows eligible employees to take up to 12-weeks of paid time off per benefit year, for the following reasons: 
 

 Family leave – for an employee to care for an eligible family member with a serious illness or 
injury, or to bond with a new child after birth, adoption, or foster care placement. 

 Medical leave – for an employee experiencing their own serious health condition or disability due 
to pregnancy. 

 Safe leave – for an employee or eligible child dependent experiencing issues related to sexual 
assault, domestic violence, harassment, bias or stalking. 

The PLO program also allows employee to take an additional two (2) weeks of paid leave for pregnancy, 
childbirth, or related medical conditions. 
 
An additional four (4) weeks of unpaid leave is also allowed for other OFLA-protected reasons if the employee 
is eligible under OFLA. 
Notification Requirements 

   Although the Paid Leave Oregon program is administered by the Oregon Employment Department (OED), 
employees are required to notify the Human Resources Department when they have applied for PLO leave.   
Attachment #4 Paid Leave Oregon – Notice of Leave Request 
Attachment #5 Paid Leave Oregon – Supplemental Leave Request 
 
Foreseeable Leave:  If the need for Paid Leave is foreseeable or planned, the employee is required to provide 
Human Resources at least 30 days’ written notice before paid leave is to begin.  Written notice should be 
submitting using the Notice of Leave Request Form (request from HR or available on the County’s intranet.) 
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Unforeseeable:  If the need for Paid Leave is unforeseeable or unplanned, an employee is required to provide 
oral notice to Human Resources within 24 hours of the start of the leave, and the employee must also provide 
written notice within three (3) days after the start of the leave.  Written notice should be submitted using the 
Notice of Leave Request Form (request from HR or available on the County’s intranet.) 
   
If the employee’s dates of scheduled leave change, are extended by PLO, or if the reason for leave becomes 
known and/or, if circumstances change during the leave and the leave period differs from the original notice, 
the employee must notify Human Resources within three business days, or as soon as possible.  
 
Regardless of the reason for leave, or whether the need for leave is foreseeable, employees are expected to 
comply with your Department/Division’s normal call-in procedures.  
 
Under Oregon law, an employee who fails to follow these notification requirements may receive reduced 
PLO benefits; specifically, the first weekly benefit amount will be reduced by 25 percent (the penalty 
calculated for leaves that are taken in increments of less than a full work week differs).  See OAR 471-070-
1310(9) and (10).  
 
Concurrent use of FMLA/OFLA Leave 
 
As allowed by law: 
 
If an employee’s Paid Leave is also eligible for protected leave under the Oregon Family Leave Act (OFLA) 
and/or the Family Medical Leave Act (FMLA), OFLA/ FMLA leave must be taken concurrently with Paid 
Leave. 
  
Employees must provide sufficient information for Umatilla County to determine if the Paid Leave qualifies for 
FMLA/OFLA leave.   Employees who have applied for Paid Leave benefits are required to complete a 
FMLA/OFLA Health Care Provider Certification for Serious Health Condition Request Form and return it to 
Human Resources. 
 
If an employee is eligible for FMLA and/or OFLA leave due to a “serious health condition” or has a family 
member with a “serious health condition”, employees must furnish Umatilla County Human Resources medical 
certification information as required by the County’s FMLA/OFLA policy. (OFLA/FLMA Health Care 
Provider Certification for Serious Health Condition Request Form as part of Policy 4.3). 
 
Accrued Leave and Holiday Pay While on Leave 
Employees using accrued leave in addition to receiving PLO benefits will continue to accrue sick. vacation, and 
other employer-provided benefits.  Employees who do not use accrued leave while on PLO will not accrue sick, 
vacation, or other employer-provided leave for any portion of unpaid leave including holiday pay. 
 
Benefits While on Leave 
If an employee is receiving Paid Leave benefits, Umatilla County will continue pay the employee’s medical, 
dental, and life premiums, on the same terms as if the employee had continued to work. The employee is 
responsible for paying their share of premiums, the same as when premiums were paid by the employee, prior 
to receiving Paid Leave benefits.    
 

Medical Certification Prior to Returning to Work 
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If an employee uses more than three consecutive workdays for their own serious health condition, and the Paid 
Leave is used concurrently with FMLA and/or OFLA, prior to returning to work the employee must furnish, 
medical certification from their health care provider stating that the employee is able to resume work. 
 
Job Protection 
Employees who have worked for Umatilla County for more than 90 consecutive calendar days prior to taking 
Paid Leave will be reinstated to their former position, if the position still exists. If the position has been 
eliminated, the employee may be restored to a similar position with similar job duties with the same employment 
benefits and pay.  
 
Reinstatement is not guaranteed if the position has been eliminated under circumstances where the law does not 
require reinstatement. 
 
Employees are expected to promptly return to work when the circumstances requiring Paid Leave have been 
resolved.  If an employee does not return to work at the end of a Paid Leave, reinstatement may not be available. 
 
Employees who work for other employers while taking PLO leave may be subject to discipline up to and 
including termination. Additionally, all employees who use PLO leave for reasons other than the reason for 
which leave had been granted may be subject to discipline up to and including termination. 
 
Use of Accrued Leave to Supplement Paid Leave Oregon Benefit 
Paid Leave Oregon benefits will not provide the majority of employees with 100% of their gross regular wages, 
so employees receiving PLO benefits, may choose to supplement their PLO benefits in accordance with paid 
leave balances for sick, vacation, comp-time, Floating Holiday, or Birthday up to 100% of the employee’s 
regular gross wage.  When PLO Benefits and supplemental employer compensation are added together, the 
amount paid cannot exceed the employee’s regular gross monthly wage. 
    
To request use of employer compensation, employees are required to complete, sign, and then submit, a 
Supplemental Leave Request, along with their PLO Benefit Determination Letter, no later than the 20th of the 
month prior to payday.  Umatilla County will then determine the amount of accrued leave, within County policy, 
needed to equal approximately 100% of the employee’s regular gross wages.   Failure to complete, sign, and 
return the Supplemental Leave Authorization Form to Umatilla County Human Resources in a timely manner 
may result in the employee not being allowed to use employer compensation to supplement PLO benefits. 
 
Complaint Procedure 
The Umatilla County prohibits retaliation against an employee with respect to hiring or any other term or 
condition of employment because the employee asked about, requested, or used Paid Leave. 

Who to Contact for More Information 
For more information, or if you have questions about the Paid Leave Oregon policy, contact Human Resources. 

For more information about the PLO program, including steps for applying for PLO benefits and contact 
information, go to https://paidleave.oregon.gov/ 

A poster with Paid Leave Oregon information, including information about how to apply for benefits is available 
on the intranet or by contacting Human Resources. 
 
HARDSHIP 
Umatilla County Exempt Employees may donate accrued vacation leave and/or a maximum of 24 hours of 
sick leave and unlimited hours of vacation/comp leave in 4 hour increments in a calendar year to any fellow 
benefitted employees who has completed six (6) full months of employment and who, as a result of a serious 
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illness or injury has exhausted all leaves and are facing the hardship of non-paid leave.  Refer to CBAs for 
represented employees. 
 
Procedure 

   When an employee is facing the hardship of a no-pay situation due to serious illness or injury that has reduced 
that employee’s sick, vacation, and compensatory leave balances to zero, the affected employee may request 
that leave be donated.   Requests for donation should set forth in general the need for the donation and the 
name and department of the affected employee, using the Hardship Approval Request (attachment #5).  
Requests will be forwarded to Human Resources.  If the situation qualifies as a serious illness or injury and all 
leave have been exhausted, Human Resources will circulate the request to all County employees through 
email.  Donations will be dated by the donors or date stamped in order of donation and Human Resources will 
maintain a confidential list of by whom, how much and when such donations were made.  If donations in 
excess of the specific need are received, surplus donations will be returned to the donors in reverse order of 
donation.  If donated time is returned to the donor and it causes the donor to exceed the vacation cap, the 
donor shall have up to one month to use the time over the cap.  Employees will at no time solicit donations.    
Each year, an employee may receive no more than the greater of 12 weeks of donated leave or the equivalent 
of the maximum amount of time allowed under the FMLA or OFLA applicable to the employee’s satiation.  
Leave shall be donated in increments of four (4) hours and the number of hours of donated leave will be 
credited to the sick leave account of the employee to who they are donated.  Donations must be received 
consecutively and once the employee reaches a no pay status, additional time may not be donated   
Attachment #6 Hardship Donation Request 

 
If donations are received after the 20th of the month, they will be available for use in the months to follow and 
will not be retro-active. Human Resources shall maintain and administer the process.   
 
MILITARY LEAVE 

Employees who wish to serve in the military and take military leave should contact Human Resources for 
information about their rights before and after such leave 

All employees who are members of the National Guard, National Guard Reserve or of any reserve component 
of the Armed Forces of the United States or of the United States Public Health Service are entitled to a paid 
leave of absence from duties for a period not exceeding 21 work days in any federal fiscal year (October 1st 
through September 30th) for training, provided the employee is employed at least six months prior to the leave. 
Employees who have not worked for the Umatilla County for six months will also receive up to 21 work days 
in any federal fiscal year for the same purposes, but such leave will not be paid.  Employees are not required to 
take their leave in one block of time but may use the paid leave allowed under this rule over the course of the 
federal fiscal year. The actual number of paid work hours allowed is dependent on the employee’s standard 
work schedule but must be consistent with the intent of this rule. Employees may use military leave for active 
duty or inactive duty for training, state active duty and duty under Title 10 or 32 of the United States Code.  

You are entitled to reinstatement upon completion of military service, provided you return or apply for 
reinstatement within the time allowed by law. 

The total number of paid days for both training and active duty shall not exceed the total amount allowed above 
in any federal fiscal year. 

Absences incurred for additional active duty or inactive duty for training, state active duty and duty under Title 
10 or 32 of the United States Code may be charged to accrued paid time off such as vacation or compensatory 
time or taken as unpaid leave.  (ORS 408.240 – USERRA 38 USC 4312) 
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Unpaid  
An employee shall be entitled to a military leave of absence without pay during a period of service with the 
armed forces of the United States for reasons specified in ORS 408.240 and Uniformed Services Employment 
and Re-employment Rights Act (USERRA)  
38 USC 4312.  Upon separation from the service under Honorable, or such other conditions not arising out of 
disciplinary proceedings, be returned to their last position held at the salary rate prevailing for such class and 
without loss of seniority.  If it is established that they are not physically qualified to perform the duties of their 
former position by reason of such service, they shall be reinstated in other work that they are able to perform 
at the nearest available level of pay of their former class.  Such employees shall make application for 
reinstatement within ninety (90) days of discharge and shall report for employment within three (3) months 
following separation from active duty.  This benefit shall not exist past those terms as listed in ORS 408.240. 
 
Military leave with pay shall be granted only when an employee receives and provides the County with 
bonafide orders to temporary active or training duty. ORS 408.290. 

 
JURY DUTY 

Umatilla County will grant employees paid time off for mandatory jury duty and/or jury duty orientation. A 
copy of the court notice must be submitted to the employee’s manager to verify the need for such leave.  

The employee is expected to report for work when doing so does not conflict with court obligations. It is the 
employee’s responsibility to keep their supervisor or manager informed about the amount of time required for 
jury duty. 
 
Employees are required to transfer any compensation, other than mileage, received for the performance of 
such duty to the County Finance Department. 

 
WITNESS DUTY 

Time spent serving as a witness in a work-related, legal proceeding will be treated as time worked for pay 
purposes, provided the time served occurs during regularly scheduled hours, the employee is subpoenaed to 
testify, and the employee submits witness fees to the Finance Department upon receipt. 

Except for employee absences covered under Umatilla County’s “Crime Victim Leave Policy” or “Domestic 
Violence Leave and Accommodation Policy,” or PLO Safe Leave, employees who are subpoenaed to testify in 
non-work-related legal proceedings must use any available vacation or comp-time to cover their absence from 
work. If the employee does not have any available vacation time, the employee’s absences may be unexcused 
and may subject the employee to discipline, up to and including termination. Employees must present a copy 
of the subpoena served on them to their supervisor for scheduling and verification purposes no later than 24 
hours after being served. 
 
CONFERENCES AND CONVENTIONS 
Decisions concerning attendance at conferences, conventions or other meetings at County expense shall be 
made by the Department Head with the approval of the Board of Commissioners.  Permission shall be granted 
on the basis of the following: 1) an employee’s participation in or the direct relation of their work to the 
subject matter of the meeting, 2) the expense involved with such conference or convention and 3) the length 
of such conference or convention.  Members of professional societies may be permitted to attend meetings of 
their society when such attendance is considered to be in the best interest of the County or otherwise if in a 
leave status. 
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