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SUBJECT: Catastrophlc Leave Bank Program (CAT BANK})

DEPARTMENT RESPONSIBLE: Human Resources Department

STATEMENT

Pima County provides a catastrophic leave bank program to assist member employees
who have qualifying events and have exhausted all accruals (sick leave, compensatory
time, and annual leave). The Catastrophic Leave Bank Program (CAT Bank) is strictly
voluntary with limited enroliment options. This procedure applies to all Pima County
departments with the exception of Juvenile Court, Superior Court and Clerk of the Superior
Court.

This procedure provides the guidelines for enrollment in and administration of the CAT
Bank. Pima County shall follow all Health Insurance Portability and Accountability Act
(HIPAA) laws and regulations. The identity of CAT Bank members and recipients shall be
kept confidential except as required to administer the program and for any required lawful
purpose to avoid any semblance of pressure or coercion in the decision to enroll in the CAT
Bank.

DEFINITIONS

CATASTRCPHIC CIRCUMSTANCES - when a member employee with a qualifying event
(defined on page 2) lacks adequate personal leave accruals to cover resulting continuous
absences.

CATASTROPHIC EVENT - requires the use of CAT Bank hours for a qualifying event
currently defined by the family and medical leave act (FMLA) using 26 CFR § 825 and pima
county administrative procedure 23-37.

CATASTROPHIC LEAVE BANK (CAT BANK) — a pool of accrued sick and annual leave
voluniarily contributed by employees which, upon approval of the CAT Bank Administrator,
may be allocated to member recipients experiencing catastrophic circumstances.

CAT BANK ADMINISTRATOR — an employee of the Human Resources Department, who
records enrollment in CAT Bank and reviews leave requests to verify timely submission and
accuracy of information. The CAT Bank administrator also communicates with Payroll and
program-related committees, tracks all leave and provides reports as needed.

CAT BANK ELIGIBLE POSITION — A position (within a department that participates in the
CAT Bank program), which qualifies for sick and annual leave accruals.
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CAT BANK LEAVE - the paid leave contributed to the CAT Bank by members and which
may be transferred to member recipients.

CAT BANK SUB-COMMITTEE — a group that meets quarterly to review CAT Bank status
and the use of CAT Bank hours. Members are bound by the county HIPAA business
associate agreement and include one (1) member from SEIU, one (1) member from law
enforcement/corrections, one (1) member from County Administration, and the non-voting
Chair of HIBWAC, who shall also serve as the non-voting Chair for the CAT Bank sub-
committee.

DOMESTIC PARTNER - an unmarried adult with whom the employee cohabits, is
financially interdependent, and maintains a domestic partnership.

DOMESTIC PARTNERSHIP - a relationship that meets the criteria outlined in the Pima
County Affidavit of Domestic Partnership. An employee must have a current affidavit on file
with Human Resources in order to receive benefits for his or her domestic partner and/or
the domestic partner's children. Benefits include coverage in employee health and
wellness benefits and the use of FML and/or CAT Bank Leave to provide care for a
domestic partner.

FAMILY AND MEDICAL LEAVE ACT (FMLA) OF 1993 - the federal law that requires
employers to provide eligible employees with up to twelve (12) work weeks of unpaid, job-
protected leave in a twelve (12)-month period for qualifying family and medical reasons.

FAMILY AND MEDICAL LEAVE (FML) — the administration of FMLA at the County level
and within County guidelines. County FML provisions may exceed those provided under
the FMLA.

HEALTH INSURANCE BENEFITS & WELLNESS ADVISORY COMMITTEE (HIBWAC) — a
group established by the Board of Supervisors for the purpose of meeting with active
employee stakeholders to advise the County Administrator concerning health benefits and
wellness programs.

MEMBER - a Pima County employee who is enrolled in the CAT Bank and meets and
maintains membership requirements.

QUALIFYING EVENT - an occurrence as currently defined by the Family and Medical
Leave Act (FMLA) using 29 CFR § 825 and Pima County Administrative Procedure 23-37:

1. The employee's own serious health condition that makes the employee unable to
cerform one or more of the essential functions of his or her job

2. Caregiving of the employee’s spouse, son, daughter, parent or domestic partner
with 2 serious health condition

3. Birth of a son or daughter and to care for the newborn child
Placement with the employee of a son or daughter for adoption or foster care

5. A miitary qualifying exigency while the employee's spouse, son, daughter, parent or
domestic partner (the “military member") is on covered active duty or has been
~otified of an impending call or order to covered active duty status

6. Ceregiving of a covered service member with a serious injury or illness if the
employee is the spouse, son, daughter, parent, domestic partner or next of kin of
the covered service member (“military caregiving”)
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RECIPIENT — a CAT Bank member who has been approved to receive CAT Bank Leave
hours.

SPOUSE - for the purposes of CAT Bank administration, spouse is the employee's legally
married husband or wife of the same or opposite gender. Domestic partners and fiancés
are not considered spouses.

PROCEDURE

A. Enrollment. Contributions & Membership Maintenance

1.  Enrolment in the CAT Bank requires completion of the Catastrophic Leave
Bank Program Enrollment form (Attachment 1) and contributing the required
aumber of sick and annual leave hours to the CAT Bank. Eligible full-time
employees are required to contribute sixteen (16) hours and eligible part-time
amployees (working less than eighty (80) hours per pay period) are required to
contribute at least eight (8) hours but have the option to contribute sixteen (16)
hours to be eligible for the higher allocation (see table below). Upon
successful completion of enroliment, the employee will be granted CAT Bank
“member” status.

:m T gF:_;._
q FT/PT Enroliment, Sick Leave Hours Maximum

Y Maintenance & Allocation Leave Required to Allocation per

A Lovels Hours Maintain Fiscal Year
g b Required Membership See IL.C.2 below |
4 to Enroli See lil.A.10.a below -

ii-'ﬂ- = sll

* Eligible Full-Time Employee 16 Up to 8 hours 240 hours

i (80 hours/pay period) annually

i 8

' Eligible Part-Time Employee 8 Up to 4 hours 120 hours
- {less than 80 hours/pay period) annually

' Eligible Part-Time Employee 16 Up to 8 hours 240 hours

¢ (less than 80 hours/pay period) annually

i Joining at the FT Level
I_u“m_‘#_—_

2. Mewly hired employees may enroll in the CAT Bank within sixty (60} calendar
cays following date of hire into a CAT Bank eligible position. New hire
contributions will be made from the first sixteen (16) hours of accrued sick
lzave for full-time employees (or part-time employees joining at the full-time
levei) and from the first eight (8) hours of accrued sick leave for part-time
employees.

3. A part-time employee member who transitions to a full-time CAT Bank eligible
position will have two (2) pay periods to contribute an additional eight (8) hours
cf accrued sick leave to the CAT Bank if he/she originally joined at the part-
time level. A full-time member who transitions to a part-time CAT Bank eligible
pesition will not receive previously contributed hours. He/she may opt to retain
the higher participation level as long as maintenance contributions are made at
the full-time level.

4.  An employee who transitions from a non-CAT Bank eligible position to a CAT
Bank eligible position will be treated like a new hire (see item Ill.A.2 above) for
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enrollment purposes. He or she will have sixty (60) calendar days after
transitioning to the new position to join the CAT Bank. An employee who
transitions from a CAT Bank eligible position to a non-CAT Bank eligible
position will no longer be a CAT Bank member and prior contributions will be
forfeited.

5. investment of sick leave hours in the CAT Bank shall not count toward or
reduce the unused portion of sick leave that an employee may convert to
annual leave as set out in Personnel Policy 8-106.

8. if an employee elected/elects not to participate in the CAT Bank, whether as a
new hire or during an open enrollment, the employee may not have the option
to enroll at a later date. Enrofiment opportunities are limited to ensure that an
employee cannot enroll only when he/she needs CAT Bank Leave.

7. An employee may cancel his or her enrollment in the CAT Bank at any time by
proviaing thirty (30) calendar days’ written notice (by email) to the CAT Bank
Administrator. Hours previously contributed to the CAT Bank will not be
returned to the employee.

8.  rlours contributed to the CAT Bank shall be credited to CAT Bank members on
an nour-for-hour basis, regardless of the wage of the contributor(s) or
recipient(s). An employee need not be a member of the CAT Bank to
contribute hours to the CAT Bank.

9. HIBWAC shali conduct annual reviews of CAT Bank balances to determine the
need, if any, for ongoing member maintenance contributions. If CAT Bank
balances drop below a predetermined level, CAT Bank members will be
reguired to contribute sick and/or annual leave as outlined in the table in item
LA

a. When a maintenance contribution is collected from a member, sick
leave will be withdrawn first and the balance, if any, will be withdrawn
from annual leave accruals.

b.  If a CAT Bank member does not have enough sick and annual leave
for the contributions to be withdrawn, he/she shall notify the CAT
Bank Administrator (by email) at least one (1) pay period prior to the
contribution collection date.

c. If a member does not have adequate leave balances at the time a
maintenance contribution is due, he/she may make a maximum of
two (2) installment contributions over two (2) pay periods.

d. A CAT Bank member who is on a continuous leave of absence and
does not have adequate leave accruals to make the full maintenance
contribution will not be eligible to use CAT Bank hours for the new
fiscal year until he/she has adequate leave accruals for the
maintenance contribution to be withdrawn. The member must make
the maintenance contribution within the two (2) pay periods following
his/her returns to work.

e. If an employee does not have adequate leave accruals to make a full
maintenance contribution by the deadline, the employee’s enroliment
in the CAT Bank shall be canceled. The partial hours contributed
toward the maintenance contribution shall be returned to the
employee.
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B.

C.

10.

12.

1.

2.

f. A new CAT Bank member is exempt from a mandatory maintenance
contribution due within his/her first year of enroliment.

Any County employee may opt to voluntarily contribute sick or annual leave
hours to the bank during the pay period of his/fher anniversary date. The
employee must contact the CAT Bank Administrator (by email) at least two (2)
full pay periods prior to his/her anniversary date to arrange the contribution of
leave hours.

A County employee separating from County employment due to retirement or
layofi, with a sick leave balance greater than 240.01 hours, may opt to
contribute sick leave hours to the CAT Bank before converting the remaining
balance (after contribution) of 240.01 hours or more to annual leave as set
forth in Personnel Policy 8-1086, items H and |.

A county employee separating from county employment due to retirement or
tayoff, with a sick leave balance of 240 hours or less, may opt to contribute sick
leave hours to the CAT Bank.

A permanent status County employee who resigns in good standing in
accordance with merit system rules may opt to contribute his/her sick leave
paiance to the CAT Bank.

An employee interested in exercising any of these options must contact the
CAT Bank Administrator (by email) at least one (1) pay period prior to his/her
separation date. The employee must also sign a form prior to leaving county
employment acknowledging understanding that sick leave hours donated to the
CA7 Bank are not eligible for reinstatement pursuant to personnel policy 8-106
f.2 znd as set forth in administrative procedure 23-15.

Eligibiiity io Receive CAT Bank Leave

Cniy members of the Pima County CAT Bank may receive CAT Bank Leave.

To receive hours from the CAT Bank, a member must meet the following
criteria:

z. Be experiencing catastrophic circumstances as defined in this
procedure;

Hold a position which qualifies for leave accrual when normally
scheduled hours are worked;

(%3

O

Be eligible to use sick leave as set out in Personnel Policy 8-1086;
d. Be on an approved unpaid leave of absence to include:

1. FML;

2. Medical Leave; or

3. Humanitarian/Personal Leave for the birth and/or adoption of
a child or the serious illness of a child, spouse, parent,
domestic partner or the child of a domestic partner;

e. Have exhausted (or will soon exhaust) all leave banks including sick,
annual and compensatory time at the time the CAT Bank Leave
would be received.

Allocation of Time
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1. A member may receive up to a predetermined allocation of hours per fiscal
year from the CAT Bank as outlined in the table in item IILA.1.

2. Special allocation: If the qualifying [eave event is an approved Workers’
Compensation/ICA condition, the member may request up to a maximum of
one (1) additional allocation per fiscal year from the CAT Bank, equivalent to
the first allocation, as outlined in the table in item Ill.A.1. This request must be
made prior to exhaustion of the first allocation. The determination to grant
additional time shall be made in consultation with Risk Management.

3. A member shall only receive the amount of CAT Bank Leave that is actually
needed. Any excess allocation shall be returned to the CAT Bank.

4. Disbursements from the CAT Bank are subject to availability of hours and shall
enly occur if there is a positive balance in the bank.

5. Disbursement of leave from the CAT Bank will cease upon:

a. exhaustion of CAT Bank hours;

o} exhaustion of the recipient’s approved CAT Bank allocation;
¢. end of the recipient's qualifying event;
d

end of the recipient’'s eligibility to receive CAT Bank Leave as
outlined in item III.B. above;

recipient’s return to working a normal work schedule;

L

-c

termination or death of the recipient; or
written request by the recipient.

©

D. Reguesting CAT Bank Leave

1. When a member has exhausted or is about to exhaust his/her available leave
balances (to include compensatory time and sick and annual leave), he or she
may request CAT Bank Leave by submitting the CAT Bank Request form
(Attachment 2) to the CAT Bank Administrator.

a. Continuous Leave: if the request for CAT Bank Leave is to cover a
continuous leave of absence, the employee must submit one (1) CAT
Bank Request Form to cover the entire continuous leave period. End
dates may be estimated if a return date is unknown. CAT Bank
request forms for continuous leave must be received by the cat bank
administrator no later than the last Thursday of the pay period to
receive allocations during the pay period. If the leave changes to
intermittent, a new request form must be submitted as outlined in
section 111.D.1.b below.

p. Intermittent Leave: if the request for CAT Bank is to cover
intermittent leave, the employee must submit a new CAT Bank
request form to the cat bank leave administrator within the first week
of each pay period during which he/she will be utilizing CAT Bank
allocations.

2. Late and incomplete forms will be denied.

A member shall provide medical and/or other information relating to the need
for leave. Failure to provide this information shall result in denial of the
member's request.
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The member must be on an approved leave of absence by the end of the pay
period for which he/she is requesting CAT Bank hours.

CAT Bank Leave requests will be processed in the order received.

The CAT Bank shall not have a negative balance. Therefore, CAT Bank Leave
recuests which exceed the CAT Bank balance may only be approved for an
amount equaling the available balance.

E. Processing Requesis

Requests shall be reviewed to determine proper usage and distribution of CAT Bank
hours. Crily event circumstances will be reviewed. Names will not be divulged to
ensurs confidentiality.

6.

Liven receipt of a properly completed request form, the CAT Bank Administrator
shall verify that the member is enrolled in the CAT Bank and eligible to receive
CAT Bank leave. The member must be on an approved leave of absence by
the end of the pay period for which hefshe is requesting CAT Bank hours.

The CAT Bank Administrator will review the member’s request and determine if
ihe event meets the criteria for a CAT Bank Leave allocation.

&. Each request will be considered on a case-by-case basis.

If additional information is needed, the CAT Bank Administrator will
contact the member directly.

¢. The CAT Bank Administrator shaill require the member to provide
confirmation of a family relationship (e.g., spouse, parent, child,
domestic partner or next-of-kin) if applicable and not already on file
with the county.

The CAT Bank Administrator will send the member a notice of approval or
deniai.

CAT Bank Leave allocations shall be applied immediately following the
exhaustion of the recipient's own accruals when the request is approved prior
to exhaustion.

¥ 2 CAT Bank Leave allocation is approved after the exhaustion of accruals,
ieave will not be applied retroactively to prior pay periods.

Denial of a request for CAT Bank Leave is neither grievable nor appealable.

F. Use of CAT Bank Leave

1.
2.

i 2ave shall only be used for the approved reason.

A racipient may not use more leave hours than the number of hours normally
scheduled. For example, a 30 hour per week employee may not use 40 hours
of CAT Bank Leave per week.

A CAT Bank member shall not accrue sick and annual leave on CAT Bank
hours utilized.

MMistise of the CAT Bank or an attempt to misuse CAT Bank shall result in
zaorovel ending or being rescinded. A member fraudulently using hours from
the CAT Bank shall be required to pay back the hours and shall be subject to
corrective action and removed from CAT Bank membership.
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G. Annual Review of CAT Bank

1. An annual assessment of CAT Bank balances shall be conducted by a
HIBWAC sub-committee.

2. The sub-commitiee shall determine the need or lack of need for additional
merber contributions of sick and annual leave accruals to maintain the CAT
Bank balance.

3.  The HIBWAC CAT Bank sub-committee shall recommend to the Meet & Confer
Committee whether or not to adjust the number of CAT Bank Leave hours
available for disbursement to members under the program.

4.  The Meet & Confer Committee shall review the CAT Bank Program annually.

RESPONSIEILITIES

Appointing Autherities retain the authority to approve leaves of absence without pay in
accordance wiin Personnel Policy 8-108.

Member Empioyees must not use or attempt to use CAT Bank Leave hours for reasons or
conditicns o:2 {han those approved by the CAT Bank Administrator. Misuse shall result in
approval being rescinded and removal from the CAT Bank and will be grounds for
corrective aciicr; up to and including; termination.

Depariments are responsible for notifying the CAT Bank Administrator uponh an
employee’s rziuin 10 work and/or change in ICA and/or workers' compensation status.

Pima Cournty iHuman Resources (HR)} shall manage the CAT Bank and related
consideratiorz, lnciuding breaches of confidentiality or allegations of pressure or coercion in
the solicitaticn of contributions to the CAT Bank. HR shall also maintain the official CAT
Bank fies a.d archive and purge documents pursuant to Federal and State law and the
Arizona Statz :brary, Archives and Public Records retention schedule.
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Attachment 1
Employee Enroliment Contribution Form

s,

s
. ..m.. Employee Enrollment
PIMA COUNTY Contribution Form
CATASTROPHIC LEAVE BANK Deliver to CAT Bank at CATBankAdmin@mima.qgov

For best results, please complete this form electronically. 150 W Congrass, 4th flcor or by Fayx 520-791-8514.
mevce’:aa.r.s i Date ¢ Requen
ot P e R - !ﬁ'&c_ ) I
[ Tl wnsion i R e i’n’neap.@;;' T -
[Prease send CAT Bank carrspondenca to: (salect alk that apply) ork cays (ex: 1) prava |

[ My maiing sddress atave Fizme Sae

1] My work emaii Hours worked per day. Ich-ane

f{ex: 8 hra o 1 o
[ My horme amei (e B i
{

In accordance with Pima County Personnei Policies and Administrative Procedure 23-46, | agree that;

o | am electing to enroll and participate in the Pima County Catastrophic Leave Bank Program.

Please take sick and annual leave, as it accrues, in the amount indicated below.
O | am a full-ime employee and understand there is an initial contibution requiremeant of 16 hours.
L] !am a partime employee and understand thers is an inftai contribution requirement of 8 hours.

LI t am a part-time employee enrolling at the higher full-time favel snd understand there is an initial contribution
requiremant of 16 hours.

U 1 do not want to enroll or participate in the Pima County Catastrophic Leave Bank Program.
{ understand that | will not have (e option to snvolf or participate af & later time.

| understand and ackrgrvieage by subritting this form that;
e | have read and ynderstand Administative Procedure 23-46 Catastrophic Leave Bank Program {CAT Bank).
« | am eligible to apply for CAT Bank membership.
o | know my optionz ‘sgarding bacoming a member of the CAT Bank.
® | may be required to contribute up 1o 8 maximum of 8 hours annually for full-time enroliment or 4 hours annually for
pari-time enroliment.

Name ad < snstge ol Sy Onte
CAYBANK Uss Boly
Date Form Received: 70114
Hours Donstsd: # hrs Sick #brs Annual
Data of hire:
ppe
Enrolbment is I Comp'ete £ cancelled ppe
[Effective Data of enroliment ppe
—
CAT Bank Admin Signaturs/det>
ppe E-CAT
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Attachment 2
Member Request for CAT Bank Leave Hours form

Member Request for

o - -
FIMA COUNTY CAT Bank Leave Hours
CATASTROPHIC LEAVE BANK Dellver to CAT Bank et CATBankAdmin@ping.gov,
For best results, please complete this form electronically. 150 W Congress, 4th floor or by Fax 520-761-6514.
[CAT Bark Mambes Nan: EN ste of Rouest
Cue o Wt A i —— e — T T ey e 2
e THiwGl= ot ot == IEap?meT-dNEach ik Dids of Hiro =
L
Yo e .
Pleasa send CAT Bank correspondence to: (sefect afl that apply) [Py v fbarkFirg
O My mailing address abr-e Fome Fion
[ My wori. emai iHours worked per day: o Phane
T (LY — —
Lj My home email -l §

| understand and acknowledge by submitting this form that
s Approved CAT Bank Leave hours may only be used for the reason(s) indicated beiow,
# | have read and understand Administrative Procedure 23-46.

|Reason for Leave Rever 1o AAMIniStrative Proceciire 23-16 for defiitions
lam currer;iy on the following leave of absence without pay {check type):
O FML ] Humanitarian/Personal Leave  Medical Leave of Absence
For: {check reason)
1 Employee's own heaith condition This injuty 15 related fo &1 ICAMkers' Compersationciam: [ No D Yes Crams:
O To care for a fandy member with 2 serious hiaith conditior:
zme Relstiorship: Date of Biih:
¢ Birth of a child Date of Binth
L Adoption/Foster Care Piacement dae
1 Military Qualifying Exigency fuarme oF iy hsmber
L1 Miitary Caregiving Fusme of Costed Servicemamoer

Anticipated Dufes of CAT Bank Leave.
I Intermittent: | a# vequesting CAT Bank Leave hours on an intermittent basis.
For pay period ending . | am requesting # hours. (Ful-day increments orly.)
{ anhizpate using CAT Bank hours on the following dates:
O Continuous: | &m requesting CAT Bank Leave hours on a continuous basis.

Date accruals exhaustyed):
Estimated dale «f itum to work:
Nt ard Sl o Lngloye - Die
~ AT EANR Uss Ory
[Received: Fﬂ'mﬂ‘ Heurs Usad: # hrs used indtials
pre
Informalion i necsad TiOnFl [l Requested | ppe
Information Recei sed on: ppe
Empicyes 1] Quatfies 11 Does Not Qualdy ppe
CAT Barfc Leave hewes e L1 Approea 0 Denec ppe
[Tolal hours: ppe
CAT Lazse ctan: CAT Leave ena

CAT Bart. Admin Signature it rayrdl Signitursidae; R-CATD




