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POLICY
In compliance with Oregon law, Metro provides at least two years of unpaid leave for volunteering
with the Peace Corps and other approved federal volunteer programs; up to 15 work days of unpaid
leave per 12-month period for certified Red Cross disaster services volunteers; and up to five work
days of paid leave for participating in search and rescue operations at the request of law
enforcement or certain government agencies.

Applicable to
Leave for Peace Corps and other approved federal volunteer programs: Full-time, regular status
employees.
Red Cross Leave and Search and Rescue Leave: All full-time and part-time employees.
Where provisions of an applicable collective bargaining agreement directly conflict with this policy,
the provisions of that agreement will prevail.

Guidelines
1.

A full-time, regular status employee who serves as a volunteer in the Peace Corps or other
federal volunteer program approved by the Department Director and C.O.O. will be granted at
least two years of leave during the service period. An employee may draw on any type of
accrued paid time off other than sick leave; otherwise, the leave will be unpaid.

2.

An employee who is a certified disaster services volunteer of the American Red Cross may
receive up to 15 work days of leave in any 12-month period to participate in disaster relief
services in the State of Oregon. An employee may draw on any type of accrued paid time off
other than sick leave; otherwise, the leave will be unpaid.

3.

An employee who takes part in a search or rescue operation at the request of any law
enforcement agency, the Department of Transportation, the United States Forest Service or
any local organization for civil defense will be provided up to five work days of paid leave.
Paid leave will be in addition to any accrued paid time off.
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4.

Employees who would like a leave of absence for volunteer work not specifically covered by
this policy may be eligible for leave under Metro’s Leave Without Pay policy. Such requests
will be evaluated under the terms of that policy.

Procedures
Leave for Peace Corps and other qualifying federal volunteer programs
1.

To request leave for Peace Corps or other federal volunteer service, an employee must
provide a copy of his or her Peace Corps or other appointment documents to his or her
supervisor upon receipt. Employees are encouraged to communicate their intention to apply
for volunteer service and the anticipated dates of service as soon as possible to allow for
appropriate planning.

2.

Upon expiration of the leave, the employee will be reinstated to the position held before the
leave was granted unless the position has been eliminated for reasons unrelated to the
employee’s leave of absence.

3.

a.

The employee will receive the same salary as prior to leave unless the applicable pay
range has changed during the employee’s absence, in which case the employee’s
salary will be adjusted accordingly.

b.

The employee will have the same leave accrual rate and other seniority rights he or
she had before beginning leave.

Employees on leave for Peace Corps service must return to work within 90 days of their
separation of service. Employees who do not return to work within this time period will be
deemed to have separated from employment. Returning employees are required to notify
Metro of their intent to return to work at least 30 days before their anticipated return date so
that Metro can make the necessary arrangements.

Red Cross Disaster Relief Services Leave
4.

A disaster relief volunteer must notify his or her supervisor as soon as possible in accordance
with the applicable work rules for unanticipated absences.

5.

To be eligible for leave under this policy, the employee must be a certified disaster services
volunteer of the American Red Cross. The disaster relief must take place in the state of
Oregon.

6.

The employee must provide documentation of Red Cross certification as soon as possible to
confirm leave eligibility.

7.

Leave will be excused for up to 15 work days total in any rolling 12-month period. If the
employee’s participation is requested for only a partial day, the employee is not required to
return to work for the remainder of his or her shift.

8.

If an employee wishes to take part in a disaster relief operation that is not covered by this
policy or that continues beyond 15 work days, he or she should request time off following
regular attendance policies or apply for unpaid leave under Metro’s Leave Without Pay policy.

Search and rescue leave
9.

An employee who receives a request for participation in a search and rescue operation must
notify his or her supervisor as soon as possible in accordance with the applicable work rules
for unanticipated absences.
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10. The employee must provide documentation of the request from law enforcement or another
agency specified in this policy as soon as possible to confirm leave eligibility.
11. Leave will be excused and paid for the period of time for which the employee’s participation
is requested by the applicable agency, up to a maximum of five days. If the employee’s
participation is requested for only a partial day, the employee is not required to return to
work for the remainder of his or her shift, and will be paid for the entire day.
12. If an employee wishes to take part in search and rescue operation that is not at the request of
law enforcement or another applicable agency, or that continues beyond five days, he or she
should request time off following regular attendance policies or apply for unpaid leave under
Metro’s Leave Without Pay policy.

Responsibilities
Employee:


Notify your supervisor as soon as possible of the need for leave.



Give your supervisor the required documentation as soon as possible.



Keep your supervisor informed of any changes to your anticipated return date.



Request and code leave time consistent with this policy and regular timekeeping procedures.



Contact Human Resources if you have questions about your eligibility for leave under this
policy or any other concerns related to taking leave.

Supervisor:


Coordinate with the Department Director as needed to ensure that operational needs are met
while the employee is on leave.



Notify Human Resources of requests for leave under this policy.



Ensure that the leave request is processed and coded appropriately.

Human Resources Department:


Advise supervisors and employees on leave procedures as needed.

References
ORS 652.250; ORS 404.200 (Search and Rescue Leave)
ORS 401.378 (Red Cross Disaster Relief Services Leave)
ORS 236.040 (Peace Corps Leave)
Leave Without Pay policy
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