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   of Orange County 
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SUBJECT: OC LAFCO Personnel Policies and Procedures 
 
 
BACKGROUND  
Employment laws enacted by state and federal governments can change 
from year to year.  Recognizing that, OC LAFCO staff and general counsel 
conduct annual reviews of the agency’s Personnel Policies and Procedures 
to ensure that the Commission’s local policy aligns with changes to those 
laws.  
 
This report includes recommended amendments to the policy to align 
with recent changes to state and federal laws.  The Personnel Policies and 
Procedures were adopted in 2003 and last reviewed in 2025.  For ease of 
review, proposed amendments to the policy are indicated in redline 
format in Attachment 1 and are summarized in the table below.  
 

Table 1: Summary of Proposed Amendments 

 
 

 
 
 
 
 
 

Title Section Summary of Changes 

Crime 
Victims’ 
Leave 

 
3.23 F Added and updated language to conform 

with state law and further outlined for OC 
LAFCO provisions under the Crime Victim’s 
Leave for employees. 

6b|Consent 
Calendar  

                  



Agenda Item 6b| Consent Calendar 
MEETING DATE:  February 11, 2026 

 
RECOMMENDED ACTION 
Staff recommends the Commission: 

 
1. Adopt amendments to Part 3 Subsection 3.23 – Other Time Off of the OC LAFCO Personnel 

Policies and Procedures, as amended. 
 
 
 

Respectfully submitted, 
 
 
 
____________________ ___________________________     _____________________          
LUIS TAPIA   CHERYL CARTER-BENJAMIN      SCOTT SMITH 
 
 
 
Attachments: 

1. OC LAFCO Personnel Policies and Procedures, Part 3 Subsection 3.23-Other Time Off (Redline) 
2. OC LAFCO Personnel Policies and Procedures, Part 3 Subsection 3.23-Other Time Off (As Amended) 

 



PART 3 – BENEFITS 

3.23 OTHER TIME OFF 

A. Overview

This policy applies to all regular full-time and regular part-time employees of OC

LAFCO.  The intent of this policy is to outline other types of paid and unpaid time off

available to eligible employees.

B. Bereavement Leave

Upon request, employees who have been employed for at least 30 days will be entitled

to five (5) days of paid leave, which will be pro-rated for part-time employees based

on hours worked, for each death in the employee’s immediate family.  For purposes of

this section, immediate family is defined as the employee’s spouse, parent, child,

sibling; the employee’s spouse’s parent, child, or sibling; the employee’s child’s

spouse; grandparents or grandchildren; the employee’s domestic partner or the child

of a domestic partner; person whom the employee has/had a legal guardian

relationship.  To the extent allowed by law, OC LAFCO may request documentation

from an employee availing themselves of this leave.

The days of bereavement leave do not need to be taken consecutively, however, the

employee must complete the bereavement leave within three months of their family

member's death, at which time any remaining unused bereavement leave will expire.

Employees may also, with the approval of the Executive Officer, use any available paid

leave for additional time off as necessary.  If more time off is requested, it will be

granted only at the discretion of the Executive Officer.  Bereavement pay is calculated

based on the base pay rate at the time of absence and prorated for part-time

employees.

C. Reproductive Loss Event

All employees who have been employed for OC LAFCO for at least 30 days are entitled

to an unpaid leave of absence up to five (5) days in total following a reproductive loss

event.  Such leave must be taken within three (3) months of the reproductive loss

event.  If an employee experiences more than one reproductive loss event within a 12-

month period, OC LAFCO will grant the employee a cumulative total of up to of 20
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(twenty) unpaid days of leave; subject to the limitation that each unpaid leave of 

absence shall not exceed five (5) days.  

A reproductive loss event is defined as: failed adoption, failed surrogacy, miscarriage, 

stillbirth, or unsuccessful assisted reproduction.  If the employee would have been 

recognized as a parent if the aforementioned events were successful, the employee 

will be covered under this definition. This includes the employee, the employee’s 

current spouse or domestic partner, or another individual if the person would have 

been a parent of a child as a result of the event.  

  

The leave of absence following a reproductive loss event is unpaid, though an 

employee may elect to utilize any accrued and available paid sick leave, vacation, 

personal leave, or compensatory time off that is otherwise available to the employee.  

  

D. Jury Duty Leave  

  

OC LAFCO encourages employees to fulfill their civic responsibilities by serving jury 

duty or appearing in court as a witness when required.  OC LAFCO provides 30 days of 

paid time off at the employee’s regular rate of pay for jury duty service provided the 

employee deposits fees paid for hours of jury duty excluding mileage.  For service 

longer than 30 days, employees may use any accrued vacation leave or receive unpaid 

leave for jury duty service.  

Employees must show the jury duty summons to the Executive Officer as soon as 

possible so that arrangements may be made to accommodate their absence.  

Employees are expected to report for work whenever the court schedule permits, 

including any remaining parts of a normally scheduled workday.  

  

OC LAFCO will continue to provide health insurance benefits for the full term of the 

jury duty absence.  Vacation, sick leave, and holiday benefits will continue to accrue 

during jury duty leave.  

E. Domestic Violence Victim Leave, Sexual Assault or Stalking  

  

OC LAFCO will provide time off to an employee who has been the victim of domestic 

violence, sexual assault or stalking to seek any relief, including, but not limited to, a 

temporary restraining order, restraining order, or other injunctive relief, to help ensure 

the health, safety, or welfare of the victim or his or her child.  This includes time off for 

court proceedings, services from a domestic violence shelter, program or rape crisis 
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center, counseling, medical attention, and participation in safety planning programs.  

OC LAFCO requires reasonable advance notice of the leave when feasible.  If time off is 

taken due to an emergency, the employee must, within 15 days of the absence, provide 

OC LAFCO with certification of the need for the leave such as a police report, court 

order, documentation from a healthcare provider, victims advocate, or counselor.  

Employees eligible for paid sick leave benefits under California law may take any such 

available paid time off, consistent with such law, for the purposes set forth in this policy.  

For more information, please see the Sick Leave policy.  In the event paid sick leave 

benefits are not available, employees taking leave under this policy may elect to apply 

accrued and unused vacation to such time.  

  

OC LAFCO prohibits discrimination, discharge, or retaliation against an employee for 

taking time off or requesting an accommodation under this policy or based on the 

employee’s status as a victim of domestic violence, sexual assault, and/or stalking.  

F. Crime Victims’ Leave  

  

OC LAFCO will provide time off to an employee to attend judicial proceedings related 

to a crime (including any delinquency proceedings, a post-arrest release decision, plea, 

sentencing, postconviction release decision, or any proceeding where a right of that 

person is at issue), if that employee is a victim of crime, an immediate family member 

of a victim, a registered domestic partner of a victim, or the child of a registered 

domestic partner of a victim.  A victim of a crime is defined in Government Code section 

12945.8(j)(8)(c).  OC LAFCO requires that, where feasible, in advance of taking leave, 

the employee provide it with a copy of the notice of each scheduled proceeding that is 

provided to the victim by the agency responsible for providing notice.  If advance notice 

is not possible, the employee is required to provide OC LAFCO with a copy of the notice 

within a reasonable time.  

  

No employee who is absent from work pursuant to this provision will be discharged or 

otherwise discriminated or retaliated against in compensation or other terms, 

conditions or privileges of employment, because of such absence.  Such leave is unpaid.  

Employees taking leave under this policy may elect to apply vacation or sick leave time 

to such leave.  

  

G. Leave for Organ and Bone Marrow Donation  

  

OC LAFCO will grant an employee the following leaves of absence:  
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1. Bone Marrow Donation:  

  

A paid leave of absence of up to five business days in any one-year period for 

the purpose of donating the employee’s bone marrow to another person.  

2. Organ Donation:  

a. A paid leave of absence of up to 30 business days in any one-year period 

for the purpose of the employee donating the employee’s organ to 

another person.  

b. An additional unpaid leave of absence, not exceeding 30 business days 

in a one-year period, for the purpose of the employee donating the 

employee’s organ to another person.  

For leaves of absence under this policy that are paid, if an employee has earned and 

unused sick or vacation time is available, the employee is required to first use up to 

five days of such paid sick or vacation time for a bone marrow donation and up to two 

weeks of sick or vacation time for organ donation.  

  

In order to receive a leave of absence pursuant to this policy, the employee must 

provide written verification to OC LAFCO that the employee is an organ or bone 

marrow donor and that there is a medical necessity for the donation of the organ or 

bone marrow.  

Any leave taken for the donation of an organ or bone marrow will not constitute a 

break in service for purposes of the employee’s right to salary adjustments, sick leave, 

vacation, annual leave, or seniority.  During any leave taken under this policy, OC 

LAFCO will maintain and pay for coverage under any group health plan, for the full 

duration of this leave.  

  

Leave provided under this policy may be taken in one or more periods.  Leave taken 

under this policy will not run concurrently with any leave taken pursuant to the federal 

Family and Medical Leave Act or the California Family Rights Act.  

Upon expiration of a leave of absence authorized by this policy, OC LAFCO will restore 

the employee to the position held by the employee when the leave began or to a 

position with equivalent seniority status, employee benefits, pay, and other terms and 

conditions of employment.  OC LAFCO may decline to restore an employee because of 

reasons unrelated to the employee’s exercise of rights under this policy.  
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H. Time Off to Vote  

  

Generally, employees are able to find time to vote either before or after their regular 

work schedule. If, however, full-time employees are unable to vote in an election during 

their non-working hours, OC LAFCO will grant up to 2 hours of paid time off to vote.  

  

Employees requiring time off to vote should make their requests at least two working 

days prior to the Election Day.  Advance notice is required so that the necessary time 

off can be scheduled at the beginning or end of the work shift, whichever provides the 

least disruption to the normal work schedule.  Employees must submit a voter’s receipt 

on the first working day following the election to qualify for paid time off.  

I. Military Leave  

Military leave of absence will be granted to employees who are absent from work 

because of service in the U.S. uniformed services in accordance with the Uniformed 

Services Employment and Reemployment Rights Act (USERRA) and Military and 

Veterans Code Section 394.5. Advance notice of military serve is required, unless 

military necessity prevents such notice, or it is otherwise impossible or unreasonable.  

Employees who have been employed for at least one year are eligible for up to 30 days 

of paid leave for active-duty training.  

  

Employees on military leave will receive rights and benefits comparable to those they 

would receive under OC LAFCO’s policies for other types of leave.  Continuation of 

health insurance benefits is available based on the length of the leave and subject to 

the terms, conditions and limitations of the applicable plan for which the employee is 

otherwise eligible.  Employees on leave for no more than 30 days will receive continued 

health insurance benefits but are responsible for paying their portion of the health care 

coverage continuation rights. Vacation, sick leave and holiday benefits will continue to 

accrue during any paid portion of a military leave of absence.  

  

CFRA permits employees to take up to 12 workweeks of unpaid protected leave during 

a 12-month period for a “qualifying exigency” related to the covered active duty or call 

to covered active duty of an employee’s spouse, domestic partner, child or parent in 

the U.S. armed forces.  The Federal Family and Medical Leave Act (FMLA) also entitles 

eligible employees to take leave for a covered family member’s service in the Armed 

Forces.  This policy supplements our Family and Medical Leave policy and provides a 

general notice of employee rights to this leave.  Except as stated below, such rights and 

obligations for service member leave are governed by our existing Family Leave policy. 
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Service member FMLA/CFRA runs concurrent with other leave entitlements provided 

under federal, state and local law.  Service member FMLA provides eligible employees 

unpaid leave for anyone, or combination of the following reasons:  

1. A “qualifying exigency” arising when the employee’s spouse, son, daughter or 

parent, who is a member of the Armed Forces (including National Guard and 

Reserves), is on covered active duty or has been notified of an impending call 

to order to covered active duty; and/or  

  

2. To care for a covered family member who has incurred an injury or illness while 

in the Armed Forces provided that such injury or illness renders the family 

member medically unfit to perform duties of the member’s office, grade, rank 

or rating and is certified by the service member’s healthcare provider.  

When leave is due because of a “qualified exigency” concerning the military duty of a 

family member, an eligible employee may take up to 12 workweeks of leave during any 

12-month period.  

When leave is to care for an injured or ill service member, an eligible employee may 

take up to 26 weeks of leave during a single 12-month period to care for a service 

member.  Leave to care for an injured or ill service member, when combined with other 

FMLA-qualifying leave, may not exceed 26 workweeks in a single 12-month period.  

  

Where spouses are both employed by OC LAFCO, they may take up to, in aggregate, 26 

workweeks of service member FMLA, provided that any portion of the aggregate leave 

that is not for care of a family service member does not exceed 12 workweeks.  

In any case where it is foreseeable that an employee will need service member FMLA, 

that employee must provide notice of his or her intent to take leave as soon as 

reasonably possible and provide certification of either the “qualified exigency” or 

family service member’s need for care as soon as practicable.  

  

J. Military Spouse Leave  

  

Qualified California employees will be given up to 10 days leave during that time in 

which the employee’s spouse or domestic partner is on leave from deployment in a 

combat zone with the active duty or reserve military or national guard during a period 

of military conflict.  Employees may use accrued vacation time to cover this absence.  If 

the employee has no accrued vacation, the employee must request time off without 

pay.  
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Qualifying employees are employees who work an average of 20 hours per week and 

have a spouse or domestic partner who is serving as (1) a member of the U.S. Armed 

Forces and who has been deployed during a period of military conflict to an area 

designated as a combat theater or combat zone by the President of the United States  

or (2) a member of the Armed Forces Reserve Components or the National Guard and 

has been deployed during a period of military conflict.  

Qualifying employees who wish to request this leave must provide OC LAFCO with a 

written request for such leave within two business days of receiving official notice that 

the military spouse or domestic partner will be on leave from deployment.  The 

employee must also provide written documentation to OC LAFCO certifying that the 

military member will be on military leave from deployment.  

  

K. Workers’ Compensation Leave  

  

If an employee sustains a work-related injury, he or she will be eligible for a medical 

leave of absence for a period of disability in accordance with all applicable laws 

covering occupational injuries.  

Where an employee’s work-related injury qualifies as a serious health condition, any 

Workers’ Compensation Leave taken will be considered part of his or her entitlement, 

if any, to leave under the Family and Medical Rights Act (“FMLA”) and the California 

Family Rights Act (“CFRA”).  Employees on Workers’ Compensation Leave should keep 

their supervisors informed as to their work status and will need to provide a doctor’s 

release before returning to work.  

  

For more information on how to apply for or obtain workers’ compensation 

information, an employee may contact the County of Orange, Risk Management 

Department at (714) 285-5511. Additional information may also be found at the 

following worker’s compensation resources:  

1. State  of  CA  Department  of  Industrial  Relations 

 Website: https://www.dir.ca.gov/dwc/fileaclaim.htm.  

2. Facts for Injured Workers: https://www.dir.ca.gov/dwc/InjuredWorker.htm.   

  

L. Volunteer Emergency Leave and Training  

  

If employees volunteer as a firefighter, reserve peace officer, or emergency rescue 

personnel, they may be entitled to unpaid leave to perform emergency duty. In 
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addition, they may take unpaid leave of up to 14 days per calendar year for the purpose 

of engaging in fire or law enforcement training.  If an employee qualifies for these types 

of leave, he or she may use accrued vacation during the leave.  Time spent on this leave 

counts for purposes of determining “length of service.” However, vacation will not be 

accrued, and holiday pay will not be received during this leave.   

  

M. Time Off for Parents to Attend School Activity  

  

Employees, who are parents of one or more children in kindergarten, or in grades 1 

through 12, may take time off of up to forty (40) hours per school year to attend 

authorized school activities which involve one or more of the employee’s school age 

children. To be eligible for parental time off, the employee must obtain from the school, 

written verification that he or she attended or participated in the school activity.  

Parental time off may not exceed eight hours in any calendar month.  

  

Employees may use any accrued vacation while they attend their child’s school 

activities.  If not, the employee’s parental time off will be unpaid.  For scheduling 

purposes, employees must notify the Executive Officer at least one (1) week before the 

date of the school activity, so that their work duties may be covered.  

N. Literacy Education Leave  

  

OC LAFCO will reasonably accommodate employees who are seeking to enroll in an 

adult literacy education program provided the accommodation requested would not 

result in undue hardship to OC LAFCO.  OC LAFCO does not provide paid time off for 

participation in an adult literacy education program.  

 

O. Kin Care Leave  

  

Under California state law, employees who accrue sick leave are eligible for Kin Care 

Leave (KCL).  An employee may use KCL for the following reasons:  

1. Diagnosis, care, or treatment of an existing health condition of the employee, 

or preventive care for, an employee or an employee’s covered family member.  

  

2. For obtaining relief if the employee is a victim of domestic violence, sexual 

assault, or stalking.  

3. If the employee is a victim of domestic violence, sexual assault, or stalking, the 
employee may take time off to: obtain medical treatment, counseling or other victims’  
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services, obtain or attempt to obtain any relief to help ensure the health, safety, or 
welfare of the employee or the employee’s child, such as a temporary restraining order, 
restraining order, or other injunctive relief.  

  

The number of days the employee can take off is calculated as an amount not less than 

the sick leave that would be accrued during 6 months of the employee’s then-current 

rate of entitlement.  Employees are able to use up to half of their sick leave for KCL.  

But, no more than one-half of the employee’s annual accrued sick leave benefits can 

be counted as KCL.  For a full-time career employee, for example, this would mean no 

more than 48 hours of sick leave can be counted as KCL.  

To the extent possible, employees must provide reasonable advance notice of their 

need for leave under this policy.  If the need for leave is not foreseeable, an employee 

must provide notice as soon as practicable.  

For purposes of this policy, a family member means as a child (a biological, adopted, or 

foster child, stepchild, legal ward, or a child to whom the employee stands in loco 

parentis), a parent (a biological, adoptive or foster parent, stepparent, or legal guardian 

of an employee or the employee’s spouse or registered domestic partner, or a person 

who stood in loco parentis when the employee was a minor child), a spouse or 

registered domestic partner, a grandparent, grandchild and sibling.  

  

Please note, leave under this statute runs concurrently with paid sick leave and 

CFRA/FMLA leave.  

  

 P.  Alcohol and Drug Rehabilitation Leave  

Under California state law, employees who seek time off to voluntarily complete a 

rehabilitation program are eligible for this leave under this policy.  

  

Employees may take reasonable unpaid leave as long as the leave does not cause OC LAFCO an 

undue hardship.  This leave is unpaid but employees may choose to use available sick leave 

concurrently with rehabilitation leave.  

  

Originally Adopted: 1/8/2003  

Last Reviewed: 06/11/2025  02/11/2026 

Last Revised: 06/11/2025 02/11/2026  
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PART 3 – BENEFITS 

3.23 OTHER TIME OFF 

A. Overview

This policy applies to all regular full-time and regular part-time employees of OC
LAFCO.  The intent of this policy is to outline other types of paid and unpaid time off
available to eligible employees.

B. Bereavement Leave

Upon request, employees who have been employed for at least 30 days will be entitled
to five (5) days of paid leave, which will be pro-rated for part-time employees based
on hours worked, for each death in the employee’s immediate family.  For purposes of
this section, immediate family is defined as the employee’s spouse, parent, child,
sibling; the employee’s spouse’s parent, child, or sibling; the employee’s child’s
spouse; grandparents or grandchildren; the employee’s domestic partner or the child
of a domestic partner; person whom the employee has/had a legal guardian
relationship.  To the extent allowed by law, OC LAFCO may request documentation
from an employee availing themselves of this leave.

The days of bereavement leave do not need to be taken consecutively, however, the
employee must complete the bereavement leave within three months of their family
member's death, at which time any remaining unused bereavement leave will expire.

Employees may also, with the approval of the Executive Officer, use any available paid
leave for additional time off as necessary.  If more time off is requested, it will be
granted only at the discretion of the Executive Officer.  Bereavement pay is calculated
based on the base pay rate at the time of absence and prorated for part-time
employees.

C. Reproductive Loss Event

All employees who have been employed for OC LAFCO for at least 30 days are entitled
to an unpaid leave of absence up to five (5) days in total following a reproductive loss
event.  Such leave must be taken within three (3) months of the reproductive loss
event.  If an employee experiences more than one reproductive loss event within a 12-
month period, OC LAFCO will grant the employee a cumulative total of up to of 20
(twenty) unpaid days of leave; subject to the limitation that each unpaid leave of
absence shall not exceed five (5) days.
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A reproductive loss event is defined as: failed adoption, failed surrogacy, miscarriage, 
stillbirth, or unsuccessful assisted reproduction.  If the employee would have been 
recognized as a parent if the aforementioned events were successful, the employee 
will be covered under this definition. This includes the employee, the employee’s 
current spouse or domestic partner, or another individual if the person would have 
been a parent of a child as a result of the event.  

  
The leave of absence following a reproductive loss event is unpaid, though an 
employee may elect to utilize any accrued and available paid sick leave, vacation, 
personal leave, or compensatory time off that is otherwise available to the employee.  
  

D. Jury Duty Leave  
  

OC LAFCO encourages employees to fulfill their civic responsibilities by serving jury 
duty or appearing in court as a witness when required.  OC LAFCO provides 30 days of 
paid time off at the employee’s regular rate of pay for jury duty service provided the 
employee deposits fees paid for hours of jury duty excluding mileage.  For service 
longer than 30 days, employees may use any accrued vacation leave or receive unpaid 
leave for jury duty service.  

Employees must show the jury duty summons to the Executive Officer as soon as 
possible so that arrangements may be made to accommodate their absence.  
Employees are expected to report for work whenever the court schedule permits, 
including any remaining parts of a normally scheduled workday.  

  
OC LAFCO will continue to provide health insurance benefits for the full term of the 
jury duty absence.  Vacation, sick leave, and holiday benefits will continue to accrue 
during jury duty leave.  

E. Domestic Violence Victim Leave, Sexual Assault or Stalking  
  

OC LAFCO will provide time off to an employee who has been the victim of domestic 
violence, sexual assault or stalking to seek any relief, including, but not limited to, a 
temporary restraining order, restraining order, or other injunctive relief, to help ensure 
the health, safety, or welfare of the victim or his or her child.  This includes time off for  

court proceedings, services from a domestic violence shelter, program or rape crisis 
center, counseling, medical attention, and participation in safety planning programs.  
OC LAFCO requires reasonable advance notice of the leave when feasible.  If time off is 
taken due to an emergency, the employee must, within 15 days of the absence, provide 
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OC LAFCO with certification of the need for the leave such as a police report, court 
order, documentation from a healthcare provider, victims advocate, or counselor.  

Employees eligible for paid sick leave benefits under California law may take any such 
available paid time off, consistent with such law, for the purposes set forth in this policy.  
For more information, please see the Sick Leave policy.  In the event paid sick leave 
benefits are not available, employees taking leave under this policy may elect to apply 
accrued and unused vacation to such time.  

  
OC LAFCO prohibits discrimination, discharge, or retaliation against an employee for 
taking time off or requesting an accommodation under this policy or based on the 
employee’s status as a victim of domestic violence, sexual assault, and/or stalking.  

F. Crime Victims’ Leave  
  
OC LAFCO will provide time off to an employee to attend judicial proceedings related 
to a crime (including any delinquency proceedings, a post-arrest release decision, plea, 
sentencing, postconviction release decision, or any proceeding where a right of that 
person is at issue), if that employee is a victim of crime, an immediate family member 
of a victim, a registered domestic partner of a victim, or the child of a registered 
domestic partner of a victim.  A victim of a crime is defined in Government Code section 
12945.8(j)(8)(c).  OC LAFCO requires that, where feasible, in advance of taking leave, 
the employee provide it with a copy of the notice of each scheduled proceeding that is 
provided to the victim by the agency responsible for providing notice.  If advance notice 
is not possible, the employee is required to provide OC LAFCO with a copy of the notice 
within a reasonable time.  

  
No employee who is absent from work pursuant to this provision will be discharged or 
otherwise discriminated or retaliated against in compensation or other terms, 
conditions or privileges of employment, because of such absence.  Such leave is unpaid.  
Employees taking leave under this policy may elect to apply vacation or sick leave time 
to such leave.  
  

G. Leave for Organ and Bone Marrow Donation  
  

OC LAFCO will grant an employee the following leaves of absence:  
  

1. Bone Marrow Donation:  
  

A paid leave of absence of up to five business days in any one-year period for 
the purpose of donating the employee’s bone marrow to another person.  

2. Organ Donation:  
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a. A paid leave of absence of up to 30 business days in any one-year period 
for the purpose of the employee donating the employee’s organ to 
another person.  

b. An additional unpaid leave of absence, not exceeding 30 business days 
in a one-year period, for the purpose of the employee donating the 
employee’s organ to another person.  

For leaves of absence under this policy that are paid, if an employee has earned and 
unused sick or vacation time is available, the employee is required to first use up to 
five days of such paid sick or vacation time for a bone marrow donation and up to two 
weeks of sick or vacation time for organ donation.  

  
In order to receive a leave of absence pursuant to this policy, the employee must 
provide written verification to OC LAFCO that the employee is an organ or bone 
marrow donor and that there is a medical necessity for the donation of the organ or 
bone marrow.  

Any leave taken for the donation of an organ or bone marrow will not constitute a 
break in service for purposes of the employee’s right to salary adjustments, sick leave, 
vacation, annual leave, or seniority.  During any leave taken under this policy, OC 
LAFCO will maintain and pay for coverage under any group health plan, for the full 
duration of this leave.  

  
Leave provided under this policy may be taken in one or more periods.  Leave taken 
under this policy will not run concurrently with any leave taken pursuant to the federal 
Family and Medical Leave Act or the California Family Rights Act.  

Upon expiration of a leave of absence authorized by this policy, OC LAFCO will restore 
the employee to the position held by the employee when the leave began or to a 
position with equivalent seniority status, employee benefits, pay, and other terms and 
conditions of employment.  OC LAFCO may decline to restore an employee because of 
reasons unrelated to the employee’s exercise of rights under this policy.  

  
H. Time Off to Vote  

  
Generally, employees are able to find time to vote either before or after their regular 
work schedule.  If, however, full-time employees are unable to vote in an election 
during their non-working hours, OC LAFCO will grant up to 2 hours of paid time off to 
vote.  
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Employees requiring time off to vote should make their requests at least two working 
days prior to the Election Day.  Advance notice is required so that the necessary time 
off can be scheduled at the beginning or end of the work shift, whichever provides the 
least disruption to the normal work schedule.  Employees must submit a voter’s receipt 
on the first working day following the election to qualify for paid time off.  

I. Military Leave  

Military leave of absence will be granted to employees who are absent from work 
because of service in the U.S. uniformed services in accordance with the Uniformed 
Services Employment and Reemployment Rights Act (USERRA) and Military and 
Veterans Code Section 394.5. Advance notice of military serve is required, unless 
military necessity prevents such notice, or it is otherwise impossible or unreasonable.  
Employees who have been employed for at least one year are eligible for up to 30 days 
of paid leave for active-duty training.  

  
Employees on military leave will receive rights and benefits comparable to those they 
would receive under OC LAFCO’s policies for other types of leave.  Continuation of 
health insurance benefits is available based on the length of the leave and subject to 
the terms, conditions and limitations of the applicable plan for which the employee is 
otherwise eligible.  Employees on leave for no more than 30 days will receive continued 
health insurance benefits but are responsible for paying their portion of the health care 
coverage continuation rights. Vacation, sick leave and holiday benefits will continue to 
accrue during any paid portion of a military leave of absence.  

  
CFRA permits employees to take up to 12 workweeks of unpaid protected leave during 
a 12-month period for a “qualifying exigency” related to the covered active duty or call 
to covered active duty of an employee’s spouse, domestic partner, child or parent in 
the U.S. armed forces.  The Federal Family and Medical Leave Act (FMLA) also entitles 
eligible employees to take leave for a covered family member’s service in the Armed 
Forces.  This policy supplements our Family and Medical Leave policy and provides a 
general notice of employee rights to this leave.  Except as stated below, such rights and 
 
obligations for service member leave are governed by our existing Family Leave policy. 
Service member FMLA/CFRA runs concurrent with other leave entitlements provided 
under federal, state and local law.  Service member FMLA provides eligible employees 
unpaid leave for anyone, or combination of the following reasons:  
1. A “qualifying exigency” arising when the employee’s spouse, son, daughter or 

parent, who is a member of the Armed Forces (including National Guard and 
Reserves), is on covered active duty or has been notified of an impending call 
to order to covered active duty; and/or  
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2. To care for a covered family member who has incurred an injury or illness while 
in the Armed Forces provided that such injury or illness renders the family 
member medically unfit to perform duties of the member’s office, grade, rank 
or rating and is certified by the service member’s healthcare provider.  

When leave is due because of a “qualified exigency” concerning the military duty of a 
family member, an eligible employee may take up to 12 workweeks of leave during any 
12-month period.  

When leave is to care for an injured or ill service member, an eligible employee may 
take up to 26 weeks of leave during a single 12-month period to care for a service 
member.  Leave to care for an injured or ill service member, when combined with other 
FMLA-qualifying leave, may not exceed 26 workweeks in a single 12-month period.  

  
Where spouses are both employed by OC LAFCO, they may take up to, in aggregate, 26 
workweeks of service member FMLA, provided that any portion of the aggregate leave 
that is not for care of a family service member does not exceed 12 workweeks.  

In any case where it is foreseeable that an employee will need service member FMLA, 
that employee must provide notice of his or her intent to take leave as soon as 
reasonably possible and provide certification of either the “qualified exigency” or 
family service member’s need for care as soon as practicable.  

  

J. Military Spouse Leave  
  

Qualified California employees will be given up to 10 days leave during that time in 
which the employee’s spouse or domestic partner is on leave from deployment in a 
combat zone with the active duty or reserve military or national guard during a period 
of military conflict.  Employees may use accrued vacation time to cover this absence.  If 
the employee has no accrued vacation, the employee must request time off without 
pay.  

  
Qualifying employees are employees who work an average of 20 hours per week and 
have a spouse or domestic partner who is serving as (1) a member of the U.S. Armed 
Forces and who has been deployed during a period of military conflict to an area 
designated as a combat theater or combat zone by the President of the United States  
or (2) a member of the Armed Forces Reserve Components or the National Guard and 
has been deployed during a period of military conflict.  

Qualifying employees who wish to request this leave must provide OC LAFCO with a 
written request for such leave within two business days of receiving official notice that 
the military spouse or domestic partner will be on leave from deployment.  The 

ATTACHMENT 2



employee must also provide written documentation to OC LAFCO certifying that the 
military member will be on military leave from deployment.  

  
K. Workers’ Compensation Leave  

  
If an employee sustains a work-related injury, he or she will be eligible for a medical 
leave of absence for a period of disability in accordance with all applicable laws 
covering occupational injuries.  

Where an employee’s work-related injury qualifies as a serious health condition, any 
Workers’ Compensation Leave taken will be considered part of his or her entitlement, 
if any, to leave under the Family and Medical Rights Act (“FMLA”) and the California 
Family Rights Act (“CFRA”).  Employees on Workers’ Compensation Leave should keep 
their supervisors informed as to their work status and will need to provide a doctor’s 
release before returning to work.  

  
For more information on how to apply for or obtain workers’ compensation 
information, an employee may contact the County of Orange, Risk Management 
Department at (714) 285-5511. Additional information may also be found at the 
following worker’s compensation resources:  

1. State  of  CA  Department  of  Industrial  Relations 
 Website: https://www.dir.ca.gov/dwc/fileaclaim.htm.  

2. Facts for Injured Workers: https://www.dir.ca.gov/dwc/InjuredWorker.htm.   
  

L. Volunteer Emergency Leave and Training  
  

If employees volunteer as a firefighter, reserve peace officer, or emergency rescue 
personnel, they may be entitled to unpaid leave to perform emergency duty. In 
addition, they may take unpaid leave of up to 14 days per calendar year for the purpose 
of engaging in fire or law enforcement training.  If an employee qualifies for these types 
of leave, he or she may use accrued vacation during the leave.  Time spent on this leave 
counts for purposes of determining “length of service.” However, vacation will not be 
accrued, and holiday pay will not be received during this leave.   
  

M. Time Off for Parents to Attend School Activity  
  

Employees, who are parents of one or more children in kindergarten, or in grades 1 
through 12, may take time off of up to forty (40) hours per school year to attend 
authorized school activities which involve one or more of the employee’s school age 
children. To be eligible for parental time off, the employee must obtain from the school, 
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written verification that he or she attended or participated in the school activity.  
Parental time off may not exceed eight hours in any calendar month.  

  
Employees may use any accrued vacation while they attend their child’s school 
activities.  If not, the employee’s parental time off will be unpaid.  For scheduling 
purposes, employees must notify the Executive Officer at least one (1) week before the 
date of the school activity, so that their work duties may be covered.  

N. Literacy Education Leave  
  

OC LAFCO will reasonably accommodate employees who are seeking to enroll in an 
adult literacy education program provided the accommodation requested would not 
result in undue hardship to OC LAFCO.  OC LAFCO does not provide paid time off for 
participation in an adult literacy education program.  

 
O. Kin Care Leave  

  
Under California state law, employees who accrue sick leave are eligible for Kin Care 
Leave (KCL).  An employee may use KCL for the following reasons:  

1. Diagnosis, care, or treatment of an existing health condition of the employee, 
or preventive care for, an employee or an employee’s covered family member.  

  
2. For obtaining relief if the employee is a victim of domestic violence, sexual 

assault, or stalking.  
3. If the employee is a victim of domestic violence, sexual assault, or stalking, the 

employee may take time off to: obtain medical treatment, counseling or other victims’  
services, obtain or attempt to obtain any relief to help ensure the health, safety, or 
welfare of the employee or the employee’s child, such as a temporary restraining order, 
restraining order, or other injunctive relief.  

  
The number of days the employee can take off is calculated as an amount not less than 
the sick leave that would be accrued during 6 months of the employee’s then-current 
rate of entitlement.  Employees are able to use up to half of their sick leave for KCL.  
But, no more than one-half of the employee’s annual accrued sick leave benefits can 
be counted as KCL.  For a full-time career employee, for example, this would mean no 
more than 48 hours of sick leave can be counted as KCL.  
To the extent possible, employees must provide reasonable advance notice of their 
need for leave under this policy.  If the need for leave is not foreseeable, an employee 
must provide notice as soon as practicable.  
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For purposes of this policy, a family member means as a child (a biological, adopted, or 
foster child, stepchild, legal ward, or a child to whom the employee stands in loco 
parentis), a parent (a biological, adoptive or foster parent, stepparent, or legal guardian 
of an employee or the employee’s spouse or registered domestic partner, or a person 
who stood in loco parentis when the employee was a minor child), a spouse or 
registered domestic partner, a grandparent, grandchild and sibling.  

  
Please note, leave under this statute runs concurrently with paid sick leave and 
CFRA/FMLA leave.  

  
 P.  Alcohol and Drug Rehabilitation Leave  

Under California state law, employees who seek time off to voluntarily complete a 
rehabilitation program are eligible for this leave under this policy.  

  
Employees may take reasonable unpaid leave as long as the leave does not cause OC LAFCO an 
undue hardship.  This leave is unpaid but employees may choose to use available sick leave 
concurrently with rehabilitation leave.  

  
Originally Adopted: 1/8/2003  
Last Reviewed: 02/11/2026  
Last Revised: 02/11/2026  
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