SCA PAID TIME OFF

We recognize that we all have responsibilities outside of work. Furthermore, we want to offer our staff some protection against loss of income due to personal or family illness. Therefore, SCA provides regular full-time and part-time staff with paid time off (PTO) from work to be used for any of the following:

· Vacation 

· Personal illness or injury 

· Family illness or injury 

· Appointments, routine or otherwise, that cannot be made outside of work hours 

· Wellness 

· Observance of personal, religious or ethnic holidays not covered by SCA’s regular holidays 

All regular staff members who have successfully completed the introductory period will be granted PTO at the beginning of each fiscal year (prorated on the basis of hire date for the first year of employment):

· Up to 2 years - 22 work days/year 

· 2 years through 6 years - 27 work days/year 

· 7+ years - 32 work days/year 

Memo: PTO Update October 2007
As we enter our new fiscal year, we also enter the last quarter of the calendar year – which means that you have 3 months in which to use your remaining PTO for 2007.  This last statement takes on a different meaning this year since we are changing the carryover policy effective January 1, 2008.  With the beginning of the new calendar year, carry over of unused PTO into the new year will be eliminated.  (For those staff working in California, we are drafting a separate policy based on state regulations and the elimination of carryover does not apply to you at this time). With the elimination of carryover, we strongly suggest that you work with your manager and department, to find ways to use some of your time in the next 3 months if possible.

You may be asking yourself why we are eliminating carryover.  Essentially there are two reasons.  First, any time that was carried over from one year to the next had to be booked as a liability for the organization based on auditing practices.  This liability has continued to grow as we continue to grow as an organization.  This liability combined with the fact that many people state that they are unable to use all or most of their time made the practice of carryover ineffectual.  

Effective with your remaining PTO as of 12/31/07 and in conjunction with discontinuing the practice of carrying over PTO, we have come up with two options for your reaming PTO hours:

1. Short Term Disability Leave Pool (STDLP):   Any PTO time that you have remaining as of December 31 will be rolled over into your Short Term Disability Leave pool.  This is a benefit unique to SCA that mimics short term disability (STD) insurance; only richer in the long run.  Your STDLP time is available for use in situations as your own serious illness or injury or your spouse or child’s serious injury or illness, maternity or paternity leave for birth or adoption of a child.  Currently there is no cap to the amount of time that you may accrue in your STDLP pool – we have staff who have over 6 months accrued – and if you do need to use this time, you are paid at 100% of your current salary compared to most STD plans which pay 60 – 70% of your salary.  This is a benefit that when you do not need it, you don’t see the but, when you do need it, you are glad it’s available.

2. PTO Donation Program:  This is a new program (Policy's full description , .pdf - 24kb) that allows you donate “extra” PTO time into a general pool that others in need may apply to use.  Because some SCA staff face situations such as major illness or injury before they have built up enough time in their STDLP to access, they face extended time out without pay that creates a hardship for them and/or their family.    With this program, SCA staff in need of more time for a serious illness, injury or family medical emergency may apply for time that has been donated by their fellow staff members.  This idea has come up several times from various staff members and we believe it reflects our organizational values well.  In December, we will send out a reminder and donations forms for this program. 
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Use of PTO
Exempt staff may take PTO in increments of one (1) day. Nonexempt staff may take PTO in hourly increments.

You are expected to exercise consideration and good judgment when requesting PTO from your manager. If you request vacation during a particularly busy time or at a time when many others have also requested time off, you may be required to postpone your plans. Generally, we ask that you request vacation time at least thirty (30) days in advance.

We expect all staff to use PTO responsibly. Staff members are asked to schedule PTO in advance whenever possible. It may be necessary, from time to time, for a manager to request documentation of a personal or family illness. Any staff member believed to be abusing PTO or establishing a pattern of absence that disrupts business may be subject to disciplinary action.

Staff members receive a prorated pay out (based on termination date) of earned, unused PTO when they leave SCA.

Holidays

We offer our staff paid holidays throughout the year to facilitate participation in national holidays and to provide opportunities for celebration of religious and ethnic holidays.

The following are official holidays for all SCA staff members. Our offices will be closed on these days:

	· New Year's Day 
	· Floating Holiday 

	· Martin Luther King, Jr. Day 
	· Veteran's Day 

	· President's Day 
	· Thanksgiving Day 

	· Memorial Day 
	· Day After Thanksgiving 

	· Independence Day 
	· Christmas Day 

	· Labor Day 
	 


Regular full-time staff members receive holiday pay for the days listed above. Regular, part-time staff members are paid in accordance with their current work schedule. Part-time staff who do not work on the day on which a holiday falls may observe the holiday on a different day of the week by arranging for this in advance with their manager. Temporary staff members take these days without pay.

When a holiday falls on a Saturday, the office will be closed on the preceding Friday. When a holiday falls on a Sunday, the office will be closed on the following Monday.

Regular, full-time staff members who are required to work on a scheduled holiday will be allowed to use their holiday time at a time that is mutually convenient for the organization and the staff member.

If, for reasons of personal choice, staff members desire to celebrate holidays other than those stated above, you are encouraged to speak with Human Resources to meet your specific need.
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Jury and Witness Duty

If you receive a proposed juror questionnaire or are called as a witness in a legal proceeding, please notify your manager as soon as possible. If you are called as a juror during a particularly busy time, we may ask you to request the court postpone your jury duty to a more convenient time.

We will grant regular staff members up to ten (10) days of paid jury duty or witness leave in a fiscal year. Court-mandated time beyond ten (10) days will be unpaid or may use your earned PTO time.

Please keep your manager informed of your jury duty or witness status. On days when you serve less than a full day at court, coordinate with your manager to determine whether or not you should return to work. When you return from serving as a juror or witness, you may be required to furnish your manager or our human resources staff with appropriate documentation.

Exempt staff members who are required to serve longer than ten (10) days and who do some work for SCA during each of the remaining weeks that they serve will continue to receive full pay while on jury duty.

Bereavement Leave

Bereavement leave of up to three (3) consecutive working days with pay is provided to regular full-time and part-time staff members in the event of a death of a closely associated member of their family. For the purpose of this policy, family members include father, mother, brother, sister, spouse/companion, son, daughter, son-in-law, daughter-in-law, mother-in-law, father-in-law, sister-in-law, brother-in-law, grandparent, grandchild, aunt, uncle, nephew, and niece. We will be as flexible as possible in accommodating these leave requests. Staff members seeking paid time off for bereavement leave should communicate with their manager about leave arrangements. Should you need additional days of leave, you may use any days available in your PTO account.

Community Service Leave

Regular full-time and part-time staff members are eligible for four (4) days of community service leave per fiscal year. This time off must be arranged in advance with your manager and must not negatively impact the effective performance of your job responsibilities or those of your department, program, or regional office. One (1) day of community service leave may carry over into the next fiscal year.

Bad Weather Days

In most cases, SCA offices will not close as a result of inclement weather. In the event of inclement weather, please do your best to arrive at work as promptly as is practical and safe.

Non-exempt staff members will be paid for the hours actually worked. Staff members who do not come to work may deduct the time out of the office from their PTO accounts.

In those rare instances when severe weather requires closing the office, the decision to do so will be made by the President, COO, Vice President, Human Resources or the authorized person in each regional office. At such time, SCA shall pay all staff members for that day (or the balance of the day in the case of a mid-day closure).

Time Off to Vote

Staff members who are unable to vote in an official public election during nonwork hours may arrange, with at least forty-eight (48) hours’ advance notice, to take up to two (2) hours off from work, with pay, to vote. Advance approval for such time off must be obtained from your manager.

