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SUBJECT: Catastrophic Leave Bank Program (CAT BANK)

DEPARTMENT RESPONSIBLE: Human Resources Department

l. STATEMENT

Pima County provides a catastrophic leave bank program to assist eligible employees who
have a qualifying event and have exhausted all accruals (compensatory time, sick leave
and annual leave). The Catastrophic Leave Bank Program (CAT Bank) is strictly voluntary
with a one-time enrollment option. 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.

Il C="INITIONS

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

CATASTROPHIC LEAVE BANK (CAT BANK) — a pool of accrued annual and sick leave
voluntarily contributed by employee members which, upon approval of the CAT Bank
Administrator, may be allocated in full work day increments to member recipients
experiencing catastrophic circumstances.

CAT BANK ADMINISTRATOR - an employee of the Human Resources Department who
records enroliment in CAT Bank, reviews and approves leave distribution requests,
communicates with Payroll and program related committees, tracks all leave and provides
reports as needed.

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 consisting of 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.
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PROCEDURE

A.

Enrollment, Contributions & Membership Maintenance

1.

Enroilment in the CAT Bank is made by completing the Catastrophic Leave
Bank Program Enroliment form (Attachment 1) and contributing the required
number of sick and/or annual leave hours to the CAT Bank. Eligible full-time
employees are required to contribute sixteen (16) hours and eligible part-time
employees (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.

Leave Leave Hours Maximum
Hours Required to Allocation
Required Maintain per Fiscal
to Enroll Membership Year*
Eligible Full-Time Employee 16 Up to 8 hours 240 hours
(80 hours/pay period) annually
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
Joining at the FT Level

*Special dispensation for Workers' Compensation/ICA cases — see item I11.C.2.

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

Employees hired prior to September 29, 2013 had the option to enroll during
the one-time three (3) month open enroliment period (September 29, 2013,
through December 28, 2013).

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 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 position 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.

An emplovee who transitions from a non-CAT Bank eligible position to a CAT





















