13. Payroll
Paychecks are distributed twice a month, on the 15th and the last day of the month.  If the payday falls on a holiday or weekend, the official payday will be the last preceding work day.
14. Hours of Work
(a) Breaks.  Two fifteen-minute breaks and one thirty-minute mealtime are permitted for employees working an eight-hour day. Those employees working less than an eight-hour workday may take a fifteen-minute break.  Prior approval must be given If an employee   chooses to come to work early, work through breaks, including meal periods, or work after a shift ends.   
15. Holidays  
Full-time employees will receive holiday pay for 12 holidays during the year determined by the Executive Director, with notice to the public and the Board of these established holidays. 
16. Leave
(a) Part-time employees.  Employees who work part-time do not receive the same benefits as full time employees, such as personal time off (PTO), insurance, or retirement benefits.  
(b) Personal time off for vacation, medical and illness, family matters, and other personal matters. 
(1) Full-time employees will earn personal time off as indicated below:
(i) After completing six months, 5 days paid time off work (40 hours). 
(ii) After completing one year, 15 days paid time off work (120 hours).
(iii) After completing two years 20 days paid time off work (160 hours).
(iv) After completing five years, 30 days paid time off (240 hours). 
(2) Paid time off will be awarded on a lump-sum basis on January 1 and is available for use immediately thereafter.  Awards will be proportionally adjusted upward on the hire anniversary in years when step ups take place.  During the first six months of employment any special request for time off work, paid or unpaid, will require Board approval.
(3) Any PTO not used by December 31 of the year in which it is earned will be forfeited, except that up to fifty percent of unused PTO can be exchanged for equivalent in pay.  When an employee resigns or is terminated, they will not be compensated for any Personal Time Off that has not been taken.
(4) Personal time off is not earned while on leave without pay status.
(5) Employees must complete a leave request form prior to taking leave or, with the permission of the Executive Director, after leave is taken.   
(6) The form will be submitted to the Executive Director in the case of all other employees. The Executive Director will notify the Board via email of planned Personal Time Off.  Records will be kept of all Personal Time Off and of work hours in the case of hourly employees as part of personnel files. In the case of salaried employees, including the Executive Director, work time need not be recorded, but all salaried employees are expected to work a minimum of 40 hours per week. Records will be kept of Personal Time Off for salaried employees, including the Executive Director, and shall be maintained as part of the employee personnel file.  These records will be reviewed by the Board on a quarterly basis. 
(7) The Executive Director must be notified immediately of any employee’s inability  to report to work due to sudden illness or emergency.   If the Executive Director cannot be reached, the employee shall notify another employee.  The Executive Director shall notify the Board Chair via email or text of any sudden inability to report to work. 

(c) Other Leave.
(1) Jury Duty Leave.  Full time employees will be paid for jury duty if the employee turns in the stipend received for being on jury duty ($25 or more).  This check must be signed over to FCFC in order to receive pay for the day(s) of Jury duty.  If employees elect to keep their stipend the employee must take a day of annual leave.
(2) Leave Without Pay.  Leave without pay is only allowed with the approval of the Executive Director.  In the case of the Executive Director, leave without pay may be granted by the Board of Directors.  
(d) Paid time off is a privilege and benefit of employment at the discretion of the employer and not a right established by statute.  The Board of Directors of Fannin County Family Connection established this policy in order to provide for employees’ ability to deal with personal matters without forfeiting pay. This policy may be amended at any time.  Further, the Board of Directors may grant additional time off, paid or unpaid, to any employee in its sole discretion. 
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Enacted ___________ day of ________________, 2021.

Attest:

Secretary, Board of Directors 

