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More 8 hours 10 hours
than 12
years

2) Eligible regular part-time
and seasonal part-time
employees accrue annual
leave on a pro rata basis.

d. Extension of Sick lLeave

Annual leave may be approved
as an extension of ck leave
upon exhaustion of accrued
sick leave.

e, Carryover

At the end of each leave year,
all hou in excess of 20
hou shall  be forfeited.
Forfeited hours shall not be
paid.

f. Change in Em»loyment Status

1) An employee transferred to
a position in which annual
leave does not accrue will
be paid for all accrued
annual leave hc s earned
in s/her prior position.

2) An employee who transfers
to another regular status

position shall have all
accrued annual leave hours
transferred.

g. Liguidation of Annual Leave

Upon separation from
en oJyment, an nployee
shall be paid for all accrued
annual leave hours. Payment
will be included in the final
paycheck subject to
deductions for any
indebtedness owed to the
Navajo Nation.

2. Sick Leave

Sick leave is authorized t 2 off
from work granted an eligible
employee due to: his/her own
illness, injury, or disability or that
of a Hou children, or parents.
This includes but is not limited to
incapacitating, contagious, or
chronic illness, disability caused
by pregnancy, childbirth or
related medical circumstances,
iliness or injury that requires
examination, treatment or visits
to a licensed practitioner,
medicine man or health-related
counselor. Employees referred by
EAR for treatment, counseling or
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to other resources may also be
eligible for sick leave,

a. Eligibility

1) Regular status employees
are eligible to accrue sick
leave hours.

2) Temporary employees are
not eligible.

3) Employees on any type of
leave without pay are not
eligible.

4) Political at-will employees
are not eligible.

. Limitations

1) nployees serving a new
ng vee introductory
period can accrue sick leave
but cannot use accrued sick
leave until after they have
been converted to regular
status.

2) Iliness - other medical
conditions which exhaust
an employee's sick leave
may require that ¢ ual
leave and leave without pay
be used.

. Accrual Rate

1) Eligible employees will
accrue sick leave from the
date of employment at the
following rates:

Accrual

E : Status

Regular isonal
Full_Tir
Regular/Seasonal
I t-Time

4 hours

2 hours

. Ph cian's Statement

An employee is juired to
submit written proof of iliness
or disability from a physician
for absences of three or more
consecutive work days. If an

nployee's s'ck leave record
warrants, a statement may be
required for less than three
days.

. Traditional Healing Ceremonies

An employee must request
and obtain prior approval
the absence. The employee
may be requ.red to submit a
written statement from the
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2) Early release all not apply
to employees on leave,
travel or whose tour of duty
does not cor  the period of
the early release.

. Temporary closure of

employee  work  sites ¢
facilities due to environmental
health hazards or other safety
or health reasons.

iministrative leave shall not
be granted when affected
employees can reasonably be
assit :d to alternative work
sites,

. Investigations

A Program Manager may place
an employee on administrative
leave to investigate alleged
misconduct sufficiently serious
to bar an emplovee from the
premises to prots persons or
Nation resources. Such leave
may not exceed five
consecutive working days.

1) Immediate written notice

shall | given to the
employee of the leave, its
purpt : and duration, and

specific reasons therefore.
The employee shall be
required to leave the
premises immediately.

2) Upon conclusion of the
investigation or the end of
the administrative leave,
whichever occurs first, if no
disciplinary action is taken,
the employee shall be
allov 1 to return to work.

3) When disciplinary action is
¢ rmed necessary, it shall
be taken in conformance
with the appropriate
provisions of Sections XIII.
and XV. herein.

4) Extensions may be granted
by the Department of
Personnel Management by
recommendation of the
Program Manager, but total
administrative leave for
investigatory purposes shali
not excead 20 working
days.

d. Witness Summons

1) An employee summoned or

6/



_ 8/2/20

Jiwww.dprr

ajo-

VAJO NAT | DPM

subpoenaec by any party or
tribunal, including the
grievance hearing officer, to
be a witness in an official
capacity, shall not be
required to take leave since
the employee will be
representing the Navajo
Nation. However, the
employee must
immediately  inform  the
supervisor of the oposed
absence.

2) If an employee is
summoned to be a witness
as a private citizen, or as a
witness for the aggrieved
party in a grievance
hearing, the employee will
be authorized annual leave.
If annual leave is
exhausted, leave without
pay will be used.

e. Jury Duty

Employees are required to
notify their supervisor
promptly upcn receipt of a
jury summons and subsequent
notice to serve as a jurorn
Employees summoned for jury
duty, including military jury
duty, will receive their regular
rate of pay for normal work
hours, provide the employee
submits  eviden: of the
summans and selection nc  ce.
Fees received as compensation
for jury duty shall be paid to
the Navajo Nation except
when an employee voluntarily
requests annual leave for the
period of absznce. Employees
will be allowed to retain any
reimbursements for
transportation, lodging, meals
etc. paid by the respective
court jurisdiction.

. Time ¢ for Voting

1) Registered voters may
receive ithorization for up
to two hours pz  absence
from work to vote in a
Navajo Nation, local, state
or federa: e :tion. The
length of absence will be
granted at tt  discretion of
the immediate supervisor.

2) Employees required to vote
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at a poll remote from their
workstations may request
an extension of the two-
hour limit. The extension, if
granted, will be charged to
the employee's annual
leave. This extension
includes travel time to the
poll but may not exceed
eight hours.

g. Professional  Licensure and

Certification

1) An  employee may be
authorized administrative
leave to obtain appropriate
job  related professional
licensure or certification or
to satisfy continuing
education reguirements to
retain such licer re or
certification.

2) An employse will be given
two opportunities to obtain
licensure or certification.
Thereafter, he/she will be
required to take annual
leave or leave without pay.

3) Any special conditions
regarding the length of
ieave, payment of

expenses, reimbursement,

grades, employment atus,

service to the Navajo

Nation, etc. will be

arranged between the

Program Manager and the
nployee.

C. Unpaid Leave
1. Approved Leave Without Pay

Leave without pay not to exceed
15 working days may be granted
by the supervisor. Requests for
leave without pay exceeding 15
working days must be supported
by a written :ommendation of
the supervisor and approved
the Division Director. Except for
family and medical leave, annual
or sick leave, if applicat must
be exhausted before entering
approved leave without pay
status. Consideration shall be
given to the merits and
circumstances together with the
programmatic operations.

. Unauthorized Absence

When an employee is absent
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closure of facilities for a specific

period or time, or closure due to

circumstance  beyond the control

of the program.

1. Seascnal employees may be
eligible for furlough status upon
verification of continued funding

for the nex: season or
intermittent employment.
2. Employees will be provided

written notice from the Program
Manager of the furlough 15

calendar da prior to the
beginning of the furfough period.
The notice will include t

effective date of the furlough,
the date to return to duty and
pay status.

3. Tl Program Manager shall aisoc
provide written notification to
each employee on furlough
status of the date to return to
duty 15 calender days prior to
the effective date of return.

4. Each employee shall be provided

a record of his/her accrued
annual and sick leave hours
before going on furlough status.
This accrued leave will be
maintained until the employee
returns to active duty and pay
status or is separated from
employment.

5. To retain his/her regular status,
a Seasonal employee on furlough
may only obtain temporary
employment with the Navajo
Nation during the furlough
period. If the ¢ »>loyee does not
wish to return to the program
placing him/her on furlough, a
resignation must be submitted
and processed to clear the
employee to obtain other
employment.

6. Employees provided written

notification to return to work and
who fail to report bv the
established return to dt and
pay status date, may be subject
to termination.

7. Insurance premiums must be

paid for the furlough period.
Upon notification of furlough, the
program and affected employees
can make arrangements for
payment of premiums with the
Employee Benefits Office.
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