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Rules and Regulations, 
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1. Purpose

a. The purpose of this policy is to develop guidelines for leave use. 

2. Scope

a. This policy applies to all permanent, full-time employees.
3. Policy
a. Employees shall consult and comply with the applicable section of the White Mountain Apache Tribe Personal Policies and Procedures Manual for specific details of the various types of Leave approved by the Tribe and their definitions.
b. Any member determined to be absent without proper, prior authorization shall be subject to disciplinary action. It is not acceptable for an employee to notify the immediate supervisor that he/she will be absent from work after his/her tour of duty began.
c. Except in emergency circumstances or as provided below, application for leave of any kind or duration must be initiated by the employee in writing and presented to the authorized supervisor for approval prior to taking leave.  
d. It is the responsibility of the employee requesting any type of Leave to find a qualified replacement prior to requesting Leave in writing in order to maintain the department's minimum staffing needs. 
i. Full-time firefighters shall utilize certified part-time firefighters first when finding their replacement.
e. An immediate supervisor may offer to assist the employee requesting Leave in finding a qualified replacement especially when the employee is asking for emergency Leave.
f. Immediate supervisors shall have the authority to approve or disapprove all forms of Leave based on the employee's Leave balance and the department's minimum staffing needs. 
g. Approval and timing of Leave shall be authorized by the immediate supervisor by weighing the program requirements with the needs of the employee. Supervisors shall work with the employees to insure that the use of Annual Leave is planned in advance and does not affect the work unit.
h. Annual Leave 
i. The purpose of annual leave is to provide regular full-time employees with periods of rest and relaxation away from the work environment.  An employee has a right to take annual leave, subject to the right of the supervisor to schedule the time at which annual leave may be taken.
ii. No planned annual Leave shall be taken until an Employee Leave Request Form is completed and approved by the immediate supervisor. Exception: In case of employee family emergencies and medical emergencies, Leave may be authorized by the immediate supervisor prior to having the employee completing an Employee Leave Request Form.
iii. In case of emergency leave, the employee shall contact their immediate supervisor as soon as possible and at least two (2) hours prior to their report to duty time and shall request to be excused.
i. Bereavement Leave

i. In accordance with the White Mountain Apache Tribe personnel policies and procedures manual, an employee, upon giving notice, shall be permitted to use up to two (2) days (16 hours staff and 48 hours line personnel) of bereavement leave in the event of a death in the employee's household/family. For requests greater than two days, leave without pay shall be granted, or the firefighter shall utilize his/her sick and annual leave benefits.
ii. Prior to or upon return from leave, the employee shall provide the supervisor with an obituary notice, service announcement, card or other document referencing the death bereaved. The relationship of the employee to the deceased should be noted in writing.
j. Sick Leave 
i. Sick Leave is a benefit granted to eligible Tribal employees and may be used whenever an employee is unable to perform his/her duties due to an illness, injury and/or mental health issues. Sick Leave also may be used when an employee has an appointment with a physician.
ii. In case of a need to utilize Sick Leave, the employee shall contact their immediate supervisor as soon as possible and at least two (2) hours prior to their report to duty time and shall request to be excused. 
iii. If an employee is not eligible for paid leave, the same notification process stated above is required when an employee is requesting Leave without pay.
iv. Whenever an employee is unable to perform his/her job due to an illness or injury, the employee shall devote his/her full attention to recovery and shall not engage in any activity that might aggravate or prolong the illness or injury.  If not hospitalized the employee should remain at home as much as possible.
k. Other Leave Benefits – Section VII Work Schedules, Paid Time-Off, Leave and Fringe Benefit Regulations of the White Mountain Apache Tribe Personnel Policies and Procedures shall be referred to for other types of leave benefits, such as:

i. Educational

ii. Family & Medical Leave

iii. Jury Duty

iv. Injury 

l. Medical Release to Return to Work

i. Employees placed on medical leave by a physician, physician assistant, nurse practitioner, or other qualified medical staff capable of diagnosing and administering treatment, shall obtain consent from their care provider to return to work on forms prescribed by the White Mountain Apache Fire & Rescue Department.  See Appendix for “Return to Work” form.
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