
 
 
JURY DUTY 
 
 Employees required to serve on jury duty shall receive their regular salary for all time served.  
Documentation from the Court office shall be required prior to receiving regular pay.  Any funds 
received by the employee for serving duty with the exception of mileage allowance, shall be submitted 
to the Township. 
 
 
Leave of Absence Policy: 
 
Employees may be granted a personal leave of absence for up to six months at the sole discretion of the 
Township Manager if the leave does not cause undue operational disruption.  The leave must include the 
use of any accrued vacation and sick leave time, regardless of the length of leave requested.  The portion 
of the leave that runs beyond the exhaustion of vacation and sick leave will be without pay or longevity 
credit.  In exceptional circumstances, the Township Manager may extend a leave of absence for an 
additional six months, if such extension is considered in the best interests of the Township. 
 
Personal leaves are not granted for the purpose of seeking or accepting employment with another 
employer, or for extended vacation time.  Employees on personal leave of absence for more than two 
weeks in any month will not receive holiday pay, and will not accrue personal leave, sick leave or 
vacation time for that month.  Health benefits may also be impacted.  Refer to the Township Health 
Benefits Policy.  A personal leave is granted with the understanding that the employee intends to return 
to work for the Township.  If the employee fails to return within five business days after the expiration 
of the leave, the employee shall be considered to have resigned.   
 
 
Family and Medical Leave Act Policy: 
 
In accordance with the federal Family and Medical Leave Act (“FMLA”), the Employer provides 
eligible employees with up to twelve (12) weeks of unpaid medical and family leave during any twelve 
(12) month period and up to twenty-six (26) workweeks to care for a Covered Service member.  At the 
conclusion of the leave, subject to some exceptions, an employee generally has a right to return to the 
same or an equivalent position.  The following outlines employees’ rights and obligations under the 
FMLA and the Employer’s policies implementing the FMLA.  
Leave Available.  Eligible employees may take up to a total of twelve (12) weeks of unpaid leave during 
any twelve (12) month period for any one or more of the following reasons:  
 The birth, adoption or placement for foster care of the son or daughter of an employee, and to care for 
such child;  
 A serious health condition of a spouse, son, daughter or parent of an employee if the employee is 
needed to care for such family member; or  
 A serious health condition of an employee that makes an employee unable to work. Generally, the 
incapacity must result in the employee’s inability to work for more than three (3) consecutive days 
(although there are certain exceptions to this rule);  
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 Any qualifying exigency arising out of the fact that the spouse, son, daughter, or parent of the 
employee is a member of the Regular Armed forces, National Guard or Reserves on active duty status 
during the deployment to a foreign country, and or has been notified of an impending call to active duty 
status as such in support of a contingency operation.   
In addition, eligible employees who are either spouse, son, daughter, parent or next of kin of a Covered 
Servicemember shall be entitled to a total of twenty-six (26) workweeks of unpaid leave during a single 
twelve (12) month period to care for the Covered Servicemember.  During this single twelve (12) month 
period, an eligible employee who qualifies for leave to provide care for the Covered Servicemember 
shall be entitled to no more than a combined total of twenty-six (26) workweeks of leave.  
Definitions.  
“Covered Servicemember” means a member of the Armed Forces, including a member of the National 
Guard or Reserves, or a recent veteran who has been discharged, other than dishonorably, within the five 
years preceding the family member’s initial request for leave, who has a serious injury or illness who is 
undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise 
on the temporary disability retired list, for a serious injury or illness.  
“Eligible Employee” means an individual who has been employed by the Employer for at least twelve 
(12) months, has worked at least 1,250 hours during the preceding twelve (12) month period, and is 
employed at a worksite with at least fifty (50) employees within seventy-five (75) miles of that worksite.  
“Next of kin” means the nearest blood relative of the individual.  
“Qualifying Exigency” covers a number of broad categories of reasons and activities, including short-
notice deployment to a foreign country, military events and related activities, child care and school 
activities, financial and legal arrangements, counseling, rest and recuperation, post-deployment 
activities, and additional activities agreed to by the employer and the employee.  
“Serious Health Condition” means an illness, injury, impairment or physical or mental condition that 
involves either inpatient care or continuing treatment by a health care provider.  It generally includes a 
period of incapacity due to pregnancy, prenatal care, a chronic health condition, a permanent or long-
term health condition, or restorative or preventive treatment.  
“Serious Injury or Illness” means an injury or illness incurred by a Covered Service member in the line 
of duty or on active duty in the Armed Forces, National Guard of Reserves, incurred in the line of duty 
on active duty or whose pre-existing condition has been aggravated by his/her active duty service, that 
may render the service member medically unfit to perform the duties of the member’s office, grade, rank 
or rating.  
Eligibility.  Any employee who has been employed by the Employer for twelve (12) months or more and 
worked 1,250 hours or more in the twelve (12) month period preceding the first day of the requested 
leave may be eligible for an unpaid leave of absence of up to twelve (12) weeks during any twelve (12) 
month period.   
The twelve (12) month period shall be determined by using a rolling twelve (12) month period that 

commences with the first day of leave taken. 
Leave to care for a child after birth, adoption, or foster care must conclude within twelve (12) months of 
the child's birth or placement.  If both spouses work for the Employer, they may only take a total of 
twelve (12) weeks between them during the twelve (12) month period in order to care for a child after 
birth, adoption, or foster care or to care for a parent with a serious health condition and a combined  
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