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INTRODUCTION 

 
The Fairfax County Police Department considers all of its members to be part of 
our Police family and we are committed to ensuring all resources are available to 
assist employees with family and career decisions.  This manual provides 
employees with valuable information to help develop a foundation of knowledge 
related to pregnancy and child care policies.  Specific policies discussed in this 
manual include protection under the law, the Department’s restricted duty policy, 
family leave rules, fitness for duty, and job restoration.  
 
The Department stands ready to work with all employees to ensure they are 
aware of the specific policies and programs that provide opportunities to take 
leave after the birth or adoption of their child and to support them as they return 
to work. Additionally, the Department’s enhanced Wellness Program includes 
resources designed to assist employees in their return to work after childbirth.   
 
The Department is committed to helping its members by providing resources to 
help strike a balance between career and family decisions. Employees should 
not hesitate to contact their commanders directly to ask questions and to develop 
family care plans.  Employees may contact the Commander of the Administrative 
Support Bureau, at 703-246-7575, should they have any further questions, 
comments, or concerns about the application of the information contained in this 
manual.    
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Section 1   

Legal Rights and Responsibilities for Employees Regarding 
Family Leave 
 
The Fairfax County Police Department supports and upholds federal, state, and 
local laws and statutes designed to protect the legal rights of all employees. 
 

Virginia Human Rights Act and Law   2.1-714-725 

The Virginia Human Rights Act, which went into effect in CY 1987, covers all 
employers and prohibits discrimination in employment based upon race, color, 
religion, national origin, sex, age, marital status, disability, pregnancy, childbirth, 
and related medical conditions. The law (2.1-714-725) makes a violation of the 
federal discrimination statutes a violation of Virginia law. 
 
Circumstances arise in all families where employees will need to assess the 
possibility of taking Family and/or Medical Leave to provide for family members.  
The Family and Medical Leave Act of 1993 define those instances where leave 
may be granted.   
 

Family and Medical Leave Act (FMLA) of 1993 (Public Law 103-3) 

 
Under the FMLA, an eligible employee may take up to twelve (12) work weeks of 
leave during any twelve (12) month period for one or more of the following 
reasons:  
 

• The birth of a child, and to care for the newborn child. 
 

• The placement of a child with the employee through adoption or foster 
care, and to care for the child. 

 
• To care for the employee’s spouse, son, daughter, or parent with a 

serious health condition. 
 

• Because a serious health condition makes the employee unable to 
perform one or more of the essential functions of his or her job.   

 
Types of leave and complete definitions may be found in the Fairfax County 
Personnel Regulations, Chapter 10.  This document may be found on the 
Infoweb under “Personnel Regulations”.  Information specific to Family and/or 
Medical Leave may be found in the abridged version (Appendix 3), as well as in 
the Fairfax County Procedural Memorandum # 43, “Family and Medical Leave” 
(Appendix 4).     
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During Family and Medical Leave, an employer must maintain the employee’s 
existing level of coverage under a Group Health Plan.  At the end of Family and 
Medical Leave, an employer must take an employee back into his or her former 
position.  Any exception to this must be approved by the Personnel Director.  To 
request placement of an employee into a different but equivalent position, the 
Department must provide the Personnel Director with detailed justification of the 
reason the employee cannot be returned to his or her former position.     
 
If circumstances develop which require the employee to continue on Sick Leave, 
a request for Advance or Extraordinary Sick Leave can be made.  Procedures 
pertaining to this benefit are detailed in County Procedural Memorandum #3, 
“Advance/Extraordinary Sick Leave” (Appendix 5).   
 
 

Legal Rights and Responsibilities for Pregnant Police Officers 
 
The Department recognizes that pregnancy is a normal occurrence in a woman’s 
life and career, and we wish to provide useful information regarding the 
employee’s legal rights and responsibilities.  As well, the Department feels it is 
important to stress our recommendation of “safety first” for the pregnant 
employee and her unborn child.   
 
The following paragraphs provide a brief overview of the relevant laws and 
standards designed to protect the rights of pregnant women.   
 

Pregnancy Discrimination Act 
 
The Pregnancy Discrimination Act (Appendix 1) is an amendment to Title VII of 
the Civil Rights Act of 1964.  The Act states that discrimination on the basis of 
pregnancy, childbirth or related medical conditions constitutes unlawful sex 
discrimination under Title VII.  Women who are pregnant or affected by related 
conditions must be treated in the same manner as other applicants or employees 
with similar abilities or limitations.   
 
Title VII’s pregnancy-related protections include hiring, pregnancy and Maternity 
Leave, health insurance, and fringe benefits.  An excellent summary of the Act 
can be found at http://www.EEOC.gov//types/pregnancy.html.  
 
It is important to note that pregnant employees have a right to work as long as 
they are safely capable of performing their jobs.  Therefore, the responsibility for 
determining when to leave the field and request a light duty assignment, in most 
situations, is determined by the pregnant police officer.  The Public Safety 
Occupational Health Center, your primary care physician, and family are all 
valuable sources of information regarding this decision.  More detailed 
information is explained in the County’s Procedural Memorandum No. 9, 
“Employment Policies Relating to Pregnancy and Childbirth” (Appendix 2).  
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Fairfax County Police Department Standards 
 
Any officer experiencing an on-duty or off-duty injury, illness, or disability that will 
cause any restriction in the ability to perform all essential job tasks shall be 
reported immediately by the officer through their Chain of Command to their 
respective Bureau Commander.  Pregnancy is included in this context. 
 
The decision to inform your Chain of Command of the pregnancy should be 
made for the best health interests of the unborn child.  Some assignments may 
require exposure to lead and potential injury when dealing with adversarial 
situations.   
 
To prepare yourself prior to informing your Chain of Command about a 
pregnancy, it is suggested you research the following: 
 

• FCPD policies regarding Family Medical Leave. 

• Understand how much leave will be needed in your situation. 

• Medical issues that may occur while still on the job. 

• Provide a Medical Status Report to facilitate accommodation through 

the Restricted Duty Policy (G.O. 331). 

• Let the Supervisor know if you are not planning on returning to the job. 

 
 
An employee should be aware that the Restricted Duty Policy can be enacted by: 
 

• A memorandum to the Chief of Police through the Chain of Command.  
This memorandum must document the need for restricted duty status, 
an estimated date of departure for Maternity Leave, and an estimated 
date of return to full duty status.  (Appendix 11) 

 
• A Medical Status Report signed by the employee’s physician (to be 

included with the memorandum).  (Appendix 12) 
 

• Upon return from Maternity Leave the employee must provide a 
Medical Status Form, completed and signed by the physician and filed 
with the Department.  

 
The employee’s Commander is responsible for notifying the Commander of the 
Administrative Support Bureau.  Restricted Duty Assignments are coordinated 
and tracked in the Administrative Support Bureau. Restricted Duty Assignments 
are based on Departmental needs, as well as the needs of the employee.  The 
Commander of the Administrative Support Bureau welcomes direct calls from 
employees to discuss individual needs. 



 

 5 

 

Quick List of FMLA Rules 
 

• Family Leave must be completed within twelve (12) months of the date 
of the birth or placement of the child.  A father may also be granted 
Family Leave under FMLA.  

 
• Family Leave may be taken intermittently or on a reduced schedule, 

but only with Supervisor’s approval.  
 

• In addition to the leave granted under FMLA, civilian employees and 
sworn officers may request additional leave if the purpose meets the 
criteria for Family and Medical Leave.  A written request must be 
submitted to the affected Bureau Commander who may then approve 
up to a total of three (3) additional months of leave.  The combined 
leave total may not exceed six (6) months, or 960 hours.  This is not an 
option for probationary civilian or probationary sworn police officers.  
This policy is detailed in Command Staff Memorandum 02-148 – 
Family Support Policy – Extended Leave (Appendix 8).   

 
• During the FMLA leave period, the County will continue coverage 

under the health insurance plan in which the employee is participating 
prior to going on leave.  Coverage will be provided at the level and 
under the conditions which would have been provided if the employee 
had not gone on leave.  If an employee uses Leave Without Pay during 
the twelve (12) week Family and Medical Leave entitlement, the 
County will continue to contribute the employer’s share of the cost of 
the employee’s health insurance plan.  It will be the responsibility of the 
employee to ensure their portion is paid to the County.  

 
• Employees on Family or Medical Leave whose health insurance 

coverage level changes (i.e., individual to two-party) are responsible 
for filing the appropriate health insurance forms within the specified 
time period.   

   
• Range qualification will be suspended for as long as possible while an 

officer is pregnant or breast feeding.  Overexposure to, or extensive 
handling of ammunition is hazardous.  Each employee must qualify 
annually.  However, a twelve (12) month extension can be granted 
through DCJS.  If an officer is at risk of losing their DCJS certification 
and qualification must occur, the Range staff will take steps to 
minimize exposure.  They will assure the following steps are taken:  

   
• Allow the officer to qualify solo.  

 
• The firing course will be run as expeditiously as possible. 

 
• Range staff will clean the officer’s gun. 
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  • Allow the donning of a face mask to reduce the amount of  
   air-borne lead particles inhaled.   
 
  • Promptly excuse the officer from the Firing Range. 
 
The Range staff strongly suggests that pregnant officers take the following 
precautions to minimize exposure:  
    
  • Wash hands immediately after shooting. 
 
  • Remove boots, and preferably leave them at work.   
 
  • Wash clothing separately as soon as practical, and avoid  
   wearing them throughout their residence.  
 

Section 2   

Reproductive Health Hazards 
 
The term “reproductive hazards” refers to substances or agents that may affect 
the reproductive health of women or men.  Employees should consider the risks 
that are inherent in the law enforcement field.  Examples of these risks include:   
 
Physical confrontation 
 
Serious injuries may occur while attempting to pursue or subdue a violent 
adversary during arrest or conflict situations.  Therefore, a pregnant officer 
should take worst case scenarios into consideration in determining when to come 
off Active Duty.   
 
Bio-hazard risks   
 
Circumstances may arise where an officer would be exposed to contagious 
disease, i.e.: Tuberculosis, HIV, Hepatitis C, etc.  This exposure would increase 
the risk to the officer and unborn child.  Officers working patrol and investigative 
assignments would have the highest risk of encountering these hazards.   
 
Firing Range 
 
Duty assignments at the Firing Range also raise concerns due to the lead used 
in manufacturing bullets.  The Risk Management Division conducts routine 
testing to assure lead levels at the Range remain at acceptable levels.  However, 
it has been recommended that if a female Range instructor plans on becoming 
pregnant, or is pregnant, that she removes herself from this environment to 
minimize lead levels in her blood system.  High lead levels are known to cause 
birth defects.  It is also recommended to suspend Range qualifications if one is 
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pregnant or breast feeding.  DCJS mandates annual qualifications; however an 
extension up to twelve months can be requested.   
 
Response Driving 
 
When operating a marked police cruiser an officer may be called into high stress 
and high speed driving situations.  By being in a marked cruiser, citizens may 
also flag down an officer for assistance.  Because of this, once an officer is 
placed on restricted duty, they are not allowed to operate a marked police 
vehicle. 
 

Section 3  

Maintaining Fitness during Pregnancy, Post Partum and Return 
to Duty 
 
Recommendations regarding exercise during pregnancy have changed 
dramatically over the past 20 years.  Guidelines published in 1985 by the 
American College of Obstetrics and Gynecology (ACOG) took the conservative 
approach, recommending that active women limit the type, duration and intensity 
of their exercise during pregnancy to minimize maternal and fetal risk (Clapp, 
2002)1. 
 
Current research involving healthy, monitored women has addressed earlier 
concerns about exercise during pregnancy.  Modern studies on aerobic and 
strength-conditioning exercise in pregnancy have shown no increase in early 
fetal loss, late pregnancy complications, abnormal fetal growth, or adverse 
neonatal outcomes.  Conversely, research now indicates that moderate activity 
during pregnancy will enhance the health of the fetus and the mother.  This 
suggests that previous recommendations have been overly conservative.   
 
As a result, most physicians now recommend their patients (with uncomplicated 
pregnancies) participate in aerobic and strength-conditioning programs as part of 
a healthy prenatal and postnatal lifestyle (Clapp, 2002).  The ACOG, in CY 2002, 
published new guidelines stating that healthy women may safely continue an 
already established exercise routine.  These newer, less restrictive 
recommendations reflect conclusions researchers have come to in the past 
decade.  The information on strenuous exercise is less conclusive.  Some 
promising research is being done on the safety of strenuous exercise during 
pregnancy in the United States and Europe, but results are not yet published.   
 
Table 3-1 on the following page provides a summary of the ACOG “Do’s and 
Don’ts” for exercise during pregnancy for healthy women.2   
 
 

                                                 
1 FRD Pregnancy and Reproductive Health Plan 
2 FRD Pregnancy and Reproductive Health Plan 
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Table 3.1 
American College of Obstetrics and Gynecology 

Recommendations for Exercise During Pregnancy 
For Healthy Women 

 
DO: 
 
Exercise moderately and regularly unless otherwise advised by your health care 
provider. 
Emphasize non-weight bearing activities and those that don’t require a keen 
sense of balance. 
Wear loose-fitting, lightweight clothing that allows heat to escape and moisture to 
evaporate. 
Drink plenty of fluids during exercise; eat appropriately.  
Consume a healthy diet and gain weight as recommended.  
 
DON’T: 
 
Exercise or perform physical work to exhaustion.  Instead, quit when you feel 
tired. 
Exercise while lying on your back in the second and third trimester. 
Exercise in hot, humid conditions.  
Perform activities that may traumatize the abdomen or uterus or cause you to 
lose your balance. 
Exercise when you’re hungry.  
Fast. 
 
 
Currently there are guidelines only for mild-to-moderate exercisers. ACOG 
recommends those women who engage in strenuous activities, previously 
inactive women or those with medical or obstetrical complications, do so only 
with close medical supervision.   
 
Because of the physical demands of police work it is imperative that women stay 
as fit as possible through their pregnancy. Nancy Burke-ATC and MPO Virginia 
Ranck-Wellness Coordinator / FCPD, as well as Station Wellness Coordinators 
are excellent sources of information concerning work out programs, injury care 
and prevention, and nutrition. However, no source of information should ever 
take the place of your physician.   
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Exercising While Pregnant 

Benefits of Exercising while Pregnant 

• Keeps heart strong and muscles and tendons more able to support 

loosened joints 

• Helps relieve constipation 

• Helps one sleep better 

• Helps relieve backaches  

• Studies show that the earlier a woman begins exercising the more 

comfortable she will be during the entire pregnancy 

• Helps with breathing control 

• Pre-pregnancy, during pregnancy and post-partum exercise will help 

you regain your fitness level 

• Exercise releases endorphins which can help one feel better 

• Healthy glow, better posture – helps one to look better! 

Cautions 

• If already exercising, keep it up; if starting a program, start slowly 

• Avoid overheating especially during the first 6 weeks 

• Avoid exercising flat on your back for long periods of time 

• Choose exercises and programs that you can tolerate – anything that 

hurts is too much 

• Avoid any activity that puts you at risk for being hit in the abdomen 

• Avoid high-impact exercise 

• Stay hydrated, eat a well balanced diet 

• Talk with your physician about your exercise program; they may put 

limits on heart rate and blood pressure 

• Stop exercising if you experience: 

o Shortness of breath 

o Bleeding 

o Rapid heartbeat (more than 140 beats per minute) 

o Dizziness 

o Pain 
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o Overheating, nauseated, dehydration 

Pregnancy Fitness Activities 

Aerobics: These classes have activities which are low impact, balance activities 
specifically for pregnant women. 
Bicycling: Ride a stationary bike.  Better to maintain balance and less risk of 
falling.   
Running:  If you are used to running, continue.  Maintain your heart rate and 
body temperature at normal levels.  If starting a new program, start with a 
walking program.   
Stair Climbing Machines:  Excellent exercise. 
Stretching:  Great exercise; however, don’t stay on your back.  Kegel exercises 
are excellent as well.  They will be very helpful after delivery. 
Swimming:  Great exercise – non-weight bearing.  No scuba diving because of 
the pressure changes. 
Yoga:  Most yoga classes are great forms of exercise and some yoga classes 
are offered specifically for pregnant women. 

Post Partum Fitness 

Being fit prior to delivery will make life so much easier during delivery.  Now that 
the baby is born it is still necessary to keep up the fitness regime.  So many 
benefits come from exercise after the birth.  Much research shows exercise can 
combat depression, reduce stress, can promote healing and increase energy.  
Exercise can help maintain that balance of the ability to sleep soundly and have 
the necessary energies to care for the new baby as well as other family 
members.  Return to pre-pregnancy weight and fitness will be quicker. 
 
Once the baby has arrived, take time to rest, get used to new schedules for the 
baby and to heal.  Start slowly when the physician has given the clearance to go 
back to exercising.  Watch for signs that you may be doing too much:  bleeding 
and pain.  If either occurs – stop exercising and call the family physician.  Too 
much, too soon is probably the issue here. 
 
Start with walking and other examples of light exercise.  Yoga, swimming, and 
stretching are good beginnings.  Due to the softening of ligaments and joints for 
about three (3) months after delivery, avoid high-impact exercises (running, 
aerobics, jumping, etc.) and movements that require sudden changes in direction 
(sports such as soccer, basketball, running bases, etc)  Make sure you have 
good support with an appropriate bra.  If breastfeeding, exercise after feeding 
your baby when fullness is less likely to cause discomfort. Try to schedule 
exercise 3-to-4 times a week to be active.  Don’t expect too much too soon in 
getting back into shape.  Allow reasonable time to do this, approximately up to 
one year. 
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For normal vaginal births, try this beginning program: 
 
 Day after delivery:  Kegels, pelvic tilt, neck and shoulder stretches. 
 When able:  light walking, light isometric exercise for abs, lower back and 
 pelvic muscles. 
 After first Postpartum Check-up (6-8 weeks): Resume light exercise 
 with your physician’s permission. 
 
Go slowly as with any exercise program. 
 
For Cesarean births, try this beginning program: 
 
 Day after delivery:  Kegels, deep breathing, pulling stomach muscles 
 inward, neck and shoulder stretching. 
 When able: Light walking, light strengthening for lower back and pelvic 
 muscles. 
 Wait 8 – 10 weeks and get your physician’s clearance prior to beginning 
 any more strenuous activity. 
 
Tips for exercise after a Cesarean delivery: 
 

• Wait until your physician has given clearance for exercise. 
• Make sure postpartum recovery is going well. 
• After the exercise, if there is no increase in vaginal bleeding, you may 

continue the next day. 
• Make sure you recover from exercise without excessive fatigue and 

within normal time periods. 
 
There is great information on breast feeding while exercising, how to lose the 
abdominal flab and different fitness programs.  Resources are available in 
Section 5 (Contact and Resource Section) of this Manual.  Be careful about 
hurrying too quickly to increase the level of intensity in exercising.  Tissues must 
heal in order to prevent problems later, such as incontinence, prolonged back 
pain, and bleeding.  Again, the more fit prior to delivery the more quickly one will 
recover from the physical trauma. 
 
 
When to exercise? 
 
Take your baby along when you walk; just make sure the baby is protected from 
the elements.  During naptime there are exercise videos, weights, and other in-
home fitness equipment. 
 
Keep in mind during your exercise routine, that when the time comes to return to 
full duty, it may be necessary to re-qualify at the Range.  Add some forearm 
strengthening exercises to your routine.   
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Section 4  
  
Return to Work 
 
When setting a specific “back-to-work date” ensure it is medically reasonable by 
consulting your doctor. Although this may change slightly, you can always 
communicate changes to your Supervisor.  
 
Employees should review eligibility under the Family Medical Leave Act and 
other laws that pertain to returning to work in Virginia, the County of Fairfax, and 
the Fairfax County Police Department (Section 1 of the Family Medical Resource 
Manual). 
 
Recommendations for Preparing Your Return to Work 

• Leave the child with a caregiver for short periods of time. 

• Use this time to prepare for going back to work. 

• Do a “dummy run” to work; this will give an idea of how much time to 

add on if dropping your baby off at childcare. 

• Talk to co-workers to catch up on changes that have happened while 

on leave, and ensure your supervisor coordinates re-certifications. 

• Consider part-time and build up to full-time. 

• Make alternative childcare plans in case of getting held over. 

• If feasible, hire a house cleaning service. 

• Make sure you get your sleep. 

 
Jobsite Preparation 
 

• If one has a partner, identify how the workload will be shared - prior to 

returning for work. 

• If a single parent, network with other single parents. 

• Check all the available resources; i.e., Fairfax County, DC Metro area, 

web resources to name a few, for information about balancing work, 

home life, and relationships. 
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Work Schedule Options 
 
It is the goal of the Department to assure that all officers return to work on a full - 
time basis. However, returning to work after the birth/adoption of a child can 
prove challenging, and involves many issues with child care. The Department 
understands it is imperative to enable officers to balance life, work, and family 
needs. Policies have been developed and implemented to assist with these life 
challenges. Although some positions allow for minimal flexibility, Supervisors and 
employees are encouraged to find fair and flexible solutions to personal needs, 
while supporting the goals and objectives of the Department. Some of the 
policies which address these options are:  
 

• Alternate work schedules: In an effort to accommodate work/family 
and other personal needs of employees, County Agencies are 
encouraged to consider flextime or compressed work schedules. 
Procedural Memorandum #45, “Flextime/Compressed Work 
Schedules” is attached (Appendix 9) and provides detailed information.  
Policy questions may be directed to the Employee Relations Division at 
703-324-3495. Such scheduling may be affected by operational 
constraints or Fair Labor Standards Act overtime requirements.  

 
• Telework: The County’s Telework program is called “Fairfax 

Telework.”  Under this program, eligible employees can work at home 
or another location during normal work hours instead of commuting to 
the main work site. The most common Telework arrangements are 
one-to-two days per week. For more information about Telework, visit 
the County’s Telework website at Infoweb/Telework. To request a 
Starter Kit, or to contact the “Fairfax Telework” program manager, send 
an email to telecommuting@fairfaxcounty.gov.  

 
• Job Sharing: Job sharing is available in certain situations in Fairfax 

County. Job sharing is an arrangement where two workers share the 
responsibilities of one full-time job. Employees may split each day or 
week, split the pay period, or work alternate days. A job-share position 
may be beneficial to both the County and the employees by providing 
the Department with additional resources. In addition, a job-share 
situation may allow the Department to retain a valued employee who 
can no longer work 40 hours per week, and provide job opportunities to 
parents who have child care needs. While not all jobs are readily 
shared, interested employees can submit requests to the Commander 
of Administrative Support Bureau. For additional information, 
Procedural Memorandum #20, “Job Shared Positions” is attached 
(Appendix 10).  

   
• Part-Time Position / Reduction of Hours: Part time positions and a 

request for a reduction of hours are possibilities but are handled on a 
case-by-case basis. An employee must notify their Commander of their 
request and then contact the Commander of the Administrative 
Support Bureau.   



 

 14 

 
Child Care Resources 
 
The Fairfax County Employee’s Child Care Center (ECC), which is located at 
12011 Government Center Parkway, provides care for employee’s children 
between the ages of six (6) weeks and five (5) years. Their hours of operation 
are 0715 hours until 1745 hours, and enrollment is based on available space. 
Because of the demand for this service, it is recommended that an employee 
who desires to use the ECC register upon learning of the pregnancy. When the 
opening is available, an employee may have the slot held for up to 90 days, but 
must pay for the slot even if it is not being utilized. The fee schedule is based on 
the child’s age and the adjusted family income. Payment for the ECC is through a 
payroll deduction.  For more information please contact the Center at 703-324-
7370, or you may review the web site at 
www.fairfaxcounty.gov/childcare/eccc.htm.  
 
Fairfax County also offers information on the County website’s Child Care 
Central at http://www.fairfaxcounty.gov/ofc/. Information is offered regarding 
various types of child care, as well as the ability to conduct an on-line search of 
licensed child care providers within Fairfax County at 
http://www.fairfaxcounty.gov/childcare/search/searchchildcare.asp.  
 
Each family must determine what child care arrangement meets their needs.  If 
child care outside of Fairfax County is your family’s solution, it is suggested that 
contact be made with the County in which you reside to locate Certified Day Care 
providers.   
 
The Virginia Department of Social Services provides a resource document that 
provides valuable information on what to look for in a child care setting, what to 
expect from a provider, interview checklists, etc. This guide and additional 
information can be located at http://www.dss.virginia.gov/family/cc/index.html. 
 
 
Fitness for Duty 
 
Fitness for duty is another concern women face when returning to work after 
pregnancy. A Medical Status report must be completed by your physician to clear 
you to return to full duty status.   
 
Weight gain commonly occurs during pregnancy and women often require six (6) 
months or longer returning to their pre-pregnancy weight. Furthermore, 
diminished levels of fitness (strength and aerobic capacity) can also accompany 
pregnancy.  Both of these conditions can be of concern for women returning to 
full duty.   
 
Sample aerobic activities include walking, jogging, running, elliptical machines, 
stair stepping machines, swimming, rowing, hiking and biking (stationary and 
road), yoga, and martial arts.  Sample strength activities include using the body 



 

 15 

as weight resistance, dumbbells, exercise bands, exercise balls, isometric, and 
isotonic exercise. 
 
As stated in Section 3, MPO Virginia Ranck and Ms. Nancy Burke-ATC are 
available to work with women during pregnancy and post-partum to assist with 
nutrition guidelines and exercise advice. Personalized fitness programs are 
available to all officers at anytime, but are especially important before pregnancy, 
during pregnancy, and after childbirth. They are well versed in designing 
personalized workout programs to assure officers maintain an optimal fitness 
level during and after pregnancy. Officers are also encouraged to participate in 
the Department’s Wellness Program (Appendix 13) and utilize the Wellness 
Coordinator at their work location.   
 
Officers are encouraged to utilize the wellness facilities at any Department 
facility. The Academy has a vast array of fitness options and officers are 
encouraged to bring their infant if childcare is an issue3. Fairfax County 
Recreation Centers are another alternative for off-duty wellness. Sworn officers 
and civilian employees of the Police Department are allowed to use these 
facilities at no cost, and many offer a variety of fitness classes, such as Pilates, 
yoga, low impact aerobics, as well as a range of fitness equipment and aquatic 
facilities4. The Police Department stands ready to work with all women returning 
to work after childbirth to identify a fitness program to meet their fitness and 
reconditioning needs.  Participation in the Wellness Program is highly 
encouraged.  
 

Section 5 

Contact and Resource Listings 
 
Major Sharon Smith 
 Commander, Administrative Support Bureau 
 703-246-7575 
 sharon.smith@fairfaxcounty.gov 
 
MPO Virginia Ranck  
 Wellness Coordinator, Fairfax County Criminal Justice Academy 
 703-449-7245 
 Virginia.ranck@fairfaxcounty.gov 
 
Ms. Nancy Burke-ATC 
 Athletic Trainer, Fairfax County Criminal Justice Academy 
 703-449-7241 
 Nancy.burke@fairfaxcounty.gov  
 
                                                 
3 Non-sworn family members are also allowed to utilize the Academy’s fitness center.  Children must be 16 
years or older to use the equipment.   Please check hours of availability.   
4 Fairfax County Recreational Center passes are available for all Department employees.  Financial 
Resources Division for addition information.  
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Dr. Donald F. Stewart 
 Occupational Health Center 
 703-246-4949 
 Donald.stewart@fairfaxcounty.gov 
 
PFC Deborah Cruger 
 Crime Reporting Unit 
 703-246-2580 
 Deborah.cruger@fairfaxcounty.gov 
 
Employee Relations Division 
 Fairfax County Government 
 703-324-3495 
 
Equal Employment Opportunity Commission 
 http://www.EEOC.gov//types/pregnancy.html 
 
Fairfax County Personnel Regulations 
 http://www.fairfaxcounty.gov/hr/regs_pdf/chap_pdf.htm 
 
Fairfax Telework Program Manager 
 telecommuting@fairfaxcounty.gov  
 
Fairfax County Employee’s Child Care Center (ECC) 
 12011 Government Center Parkway 
 703-324-7370 
 www.fairfaxcounty.gov/childcare/eccc.htm 
 
Fairfax County – Child Care Central 
 http://www.fairfaxcounty.gov/ofc/ 
 
Fairfax County Child Care Search 
 http://www.fairfaxcounty.gov/childcare/search/searchchildcare.asp 
 
The Virginia Department of Social Services 
 http://www.dss.virginia.gov/family/cc/index.html 
 
Books       Magazines 
 
Motherwell Maternity Fitness Plan  American Baby 
Berk 
2005       Paperback     Parenting Magazine 
ISBN13:  9780736052931 
Human Kinetics     Pregnancy Magazine 
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Fit for Duty – 2nd edition 
Hoffman, Collingwood 
2005  Paperback 
ISBN13:  9780736055436 
Human Kinetics 
 
Women’s Health and Fitness Guide 
Kettles, Cole, Wright 
2006    Hardback 
Human Kinetics 
ISBN13:  9780736057692 
 
Fit Pregnancy for Dummies 
Cram and Drenth 
July 2004  Paperback 
Wiley, pocket edition (2007) 
ISBN13:  9780470055670 
 
Fit for Two: The Official YMCA Prenatal Exercise Guide 
Hanlon and YMCA of America 
May 1995    Paperback 
Human Kinetics 
ISBN13:  0873228286 
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Appendix 1 

 

Pregnancy Discrimination Act (Title VII of the Civil Rights Act 1964)



  

APPENDIX 1 
 
 
Pregnancy Discrimination 

The Pregnancy Discrimination Act is an amendment to Title VII of the Civil Rights 
Act of 1964. Discrimination on the basis of pregnancy, childbirth, or related 
medical conditions constitutes unlawful sex discrimination under Title VII, which 
covers employers with 15 or more employees, including state and local 
governments. Title VII also applies to employment agencies and to labor 
organizations, as well as to the federal government. Women who are pregnant or 
affected by related conditions must be treated in the same manner as other 
applicants or employees with similar abilities or limitations. 

Title VII's pregnancy-related protections include:  

 Hiring  

An employer cannot refuse to hire a pregnant woman because of her 
pregnancy, because of a pregnancy-related condition or because of the 
prejudices of co-workers, clients or customers. 

 Pregnancy and Maternity Leave  

An employer may not single out pregnancy-related conditions for special 
procedures to determine an employee's ability to work. However, if an 
employer requires its employees to submit a doctor's statement 
concerning their inability to work before granting leave or paying sick 
benefits, the employer may require employees affected by pregnancy-
related conditions to submit such statements. 

If an employee is temporarily unable to perform her job due to pregnancy, 
the employer must treat her the same as any other temporarily disabled 
employee. For example, if the employer allows temporarily disabled 
employees to modify tasks, perform alternative assignments or take 
disability leave or leave without pay, the employer also must allow an 
employee who is temporarily disabled due to pregnancy to do the same. 

Pregnant employees must be permitted to work as long as they are able to 
perform their jobs. If an employee has been absent from work as a result 
of a pregnancy-related condition and recovers, her employer may not 
require her to remain on leave until the baby's birth. An employer also may 
not have a rule that prohibits an employee from returning to work for a 
predetermined length of time after childbirth. 

Employers must hold open a job for a pregnancy-related absence the 
same length of time jobs are held open for employees on sick or disability 
leave. 
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Health Insurance  

Any health insurance provided by an employer must cover expenses for 
pregnancy-related conditions on the same basis as costs for other medical 
conditions. Health insurance for expenses arising from abortion is not 
required, except where the life of the mother is endangered. 

Pregnancy-related expenses should be reimbursed exactly as those 
incurred for other medical conditions, whether payment is on a fixed basis 
or a percentage of the reasonable-and-customary-charge basis. 

The amounts payable by the insurance provider can be limited only to the 
same extent as amounts payable for other conditions. No additional, 
increased or larger deductible can be imposed. 

Employers must provide the same level of health benefits for spouses of 
male employees as they do for spouses of female employees. 

 Fringe Benefits  

Pregnancy-related benefits cannot be limited to married employees. In an 
all-female workforce or job classification, benefits must be provided for 
pregnancy-related conditions if benefits are provided for other medical 
conditions. 

If an employer provides any benefits to workers on leave, the employer 
must provide the same benefits for those on leave for pregnancy-related 
conditions. 

Employees with pregnancy-related disabilities must be treated the same 
as other temporarily disabled employees for accrual and crediting of 
seniority, vacation calculation, pay increases, and temporary disability 
benefits. 

It is also unlawful to retaliate against an individual for opposing employment 
practices that discriminate based on pregnancy, or for filing a discrimination 
charge, testifying, or participating in any way in an investigation, proceeding or 
litigation under Title VII. 

 
 
 
 



  

Appendix 2  

 

County Personnel Regulation—Memorandum 9, Employment Policies 
Relating to Pregnancy and Childbirth 

 

 

 



 

 22 

 APPENDIX 2 
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Appendix 3 

 

County Personnel Regulations—Chapter 10 
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 CHAPTER 10  

Leave  

 
10.1  Leave Defined  

Leave is any authorized absence during regularly scheduled work hours that has been 
approved by proper authority. Leave may be authorized with or without pay.  Absence 
without leave is considered unauthorized absence.  

 
10.2  Leave Policy  

All merit employees are encouraged to take annual leave for vacation purposes of two 
consecutive weeks each year. During the year careful consideration shall be given to the 
desire and needs of employees in the granting of shorter periods of annual leave. 
Department heads or designees shall grant leave in accordance with these rules on the 
basis of the work requirements in the department, and whenever possible, the personal 
wishes of the employee.  

 
10.3  Maintenance of Leave Records  

The Department head or his/her designee shall be responsible for the maintenance of 
accurate leave records. Such records shall be kept on a form prescribed by the Human 
Resources Director, who may periodically inspect them to insure that departments are 
adhering to the provisions of these rules.  

 
10.4 Procedures for Requesting Leave  

-1  For all leave, with the exception of official holiday, sick and administrative 
emergency leave, a request indicating the kind of leave, duration and dates of 
departure and return must be approved prior to the taking of the leave. The 
request for leave should be submitted to the department head or designee the same 
number of days prior to beginning the leave as the number of days leave 
requested.  In the case of sick leave, the leave form shall be completed and 
submitted for approval immediately upon the employee’s return to duty.  

-2  Unless an absence is substantiated by a leave form approved by the department 
head or his/her designee, an employee shall not be paid for any absences from 
scheduled work hours.  
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10.5  Unauthorized Absence  

 -1  An employee who is absent from duty without approval shall:  

  a.  Receive no pay for the duration of the absence;  
  b.  Be subject to disciplinary action, which may include dismissal.   
 

-2  It is recognized that there may be extenuating circumstances for unauthorized 
absence and due consideration shall be given each case.  

-3  Failure of an employee to report for work at the expiration of an authorized leave 
or to request an extension of such leave shall be considered an absence without 
leave.  

 
10.6  Types of Leave  

 The following types of leave, and no other, are officially established:  

-1  Annual leave (Section 10.7 - 10.12);  

-2  Sick leave (Section 10.13 - 10.21);  

-3  Extraordinary sick leave (Section 10.15);  

-4  Parental Leave (Section 10.23)  

-5  Leave for injury in line of duty (Section 10.24);  

-6  Bereavement leave (Section 10.25);  

-7  Compensatory leave (Section 10.26 - 10.28);  

-8  Military leave (Section 10.29);  

-9  Civil leave (Section 10.30);  

-10  Volunteer activity leave (Section 10.31);  

-11  Leave without pay (Section 10.32);  

-12  Education leave (Section 10.34);  

-13  Holiday leave (Section 10.35 - 10.36);  

-14  Administrative leave (Section 10.37);  

-15  Leave for inclement weather or other emergencies (Section 10.38).  
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10.7  Granting Annual Leave  

Department heads or designees shall grant annual leave with pay to merit employees in 
accordance with the following provisions:  

-1  Annual leave shall normally be granted each calendar year unless a department 
head or designee specifically defers an employee's vacation because of work 
requirements.  

-2  Annual leave shall not exceed the total amount credited to an employee at the 
beginning of the pay period in which the absence occurs.  

 
10.8  Crediting of Annual Leave  

-1  Annual leave shall be credited as indicated below to all full time merit employees 
except those designated as senior management in 4.15-4d.  Merit employees 
scheduled to work other than 80 hours per pay period shall have leave credited on 
a pro-rated basis. Employees who are participants in the Deferred Retirement 
Option Plan (DROP) will be considered as merit employees for purposes of 
crediting annual leave.  

  a. Less than three years service - four (4) hours per bi-weekly payroll period;  
 
  b. Three (3) years but less than fifteen (15) years - six (6) hours per bi- 
   weekly payroll period; 
  
  c. Fifteen (15) and over years of service - eight (8) hours per bi-weekly  
   payroll period;  
   
  d. Employees reemployed or reinstated within one calendar year of their  
   separation in good standing should have their annual leave computed on  
   the basis of total years service.  
   
  e. Leave computation dates shall be rounded to the nearest day.  Excess  
   hours shall be rounded to the next day.  
 

-2  For a pay period in which an employee, except, a senior manager is paid for less 
than full standard hours, including paid leave, leave shall be credited in the 
proportion that the number of hours worked has to the number of regular work 
hours in the pay period.  

-3  Employees with less than ten (10) years of service may accumulate annual leave 
up to 240 hours. Employees with ten (10) or more years of service may 
accumulate annual leave up to 320 hours.  

 

-4  Annual leave in excess of the limits imposed by this section existing at the end of 
each calendar year shall be converted to sick leave.  
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-5  Employees shall not receive dual compensation from the County for annual leave.  

-6  Employees designated as senior managers shall receive 208 hours (26 days) of 
annual leave at the beginning of each leave year.  Senior managers appointed after 
the start of a leave year shall receive annual leave credit on a prorated basis for 
that year.  

10.9  Debiting Annual Leave  

 Annual leave shall be debited as follows:  

 -1  The amount of annual leave to be debited shall be computed on the basis of the 

 exact number of days or hours an employee is scheduled to work in the period 

 when  leave is taken. 

  -2  Annual leave shall be debited in no less than one-tenth hour 

  units.  

 -3  Overdrawn annual leave shall be debited in the following 

  order:  compensatory leave, leave without pay.  

 

10.10  Transfer of Annual and Sick Leave  

Annual or sick leave may be transferred from one employee to another employee in the 
following situations:  

-1  Annual or sick leave may be transferred from one employee to another when the 
employee-in-need has exhausted his/her sick leave and is facing an absence 
without pay due to his/her extended illness or that of a family member with the 
following provisions:  

  a. Annual or sick leave may be transferred to any County employee eligible  
   to receive sick leave.  
   
  b. Employees transferring sick leave may not transfer more than 80 hours in  
   any calendar year.  
   
  c. The employee transferring annual or sick leave relinquishes all rights to  
   that leave. Annual or sick leave transferred under this policy cannot be  
   recovered at a later date.  
   
  d. An employee may not transfer leave to his/her immediate supervisor or  
   reviewing authority for performance evaluations.  
   
  e. Unused transferred leave may be transferred to another leave recipient or  
   returned to the donor.  
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  f. Transferred leave may be granted only to employees who have exhausted  
   their sick leave balance and whose combined annual and compensatory  
   leave balance does not exceed 80 hours (120 hours for 24-hour shift  
   employees).  
   
  g. This policy does not preclude or in any way limit the right of an employee  
   to apply for advanced or extraordinary sick leave under existing   
   procedures.  
   
  h. Final approval of leave transfer requests rests with the department head or  
   designee.  
   
  i. An employee who returns to work before using all received transferred  
   leave may use the balance for subsequent treatment or recuperation from  
   the ailment for which the leave was granted.  This balance may be used for 
   up to one year from the date transferred leave was approved.  
 
 -2  Annual leave may be transferred from one employee to another when the 

 employee-in-need is a member of the National Guard or an organized military 
 reserve of the United States who has volunteered or been ordered to active duty 
 pursuant to an order by the President of the United States or a competent State 
 authority.  The transfer of annual leave under this Section is subject to the 
 following conditions:  

  a. Annual leave may be transferred to any merit County employee who is a  
   member of the National Guard or an organized military reserve of the  
   United States. 
  
  b. The employee transferring annual leave relinquishes all rights to that  
   leave.  Annual leave transferred under this policy cannot be recovered at a 
   later date.  Once the leave has been used by the employee, it cannot be  
   recovered.    
   
  c. An employee may not transfer leave to his/her immediate supervisor or  
   reviewing authority for performance evaluations.  
   
  d.  Transferred annual leave may only be used when the employee called to  
   active military duty has reduced his/her accrued annual and compensatory  
   leave to a combined balance no greater than 80 (120 hours for 24-hour  
   shift employees) hours.  
   
  e. Final approval of leave transfer requests rests with the department head or  
   designee.  
 
 
10.11  Effect of Transfers on Annual Leave Credits  

A merit employee who transfers from one department to another shall have his/her total 
annual leave credits transferred to the new department.  
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10.12  Effect of Separation on Annual Leave Credits  

Upon separation, an employee shall be paid for the unused portion of his/her accrued 
annual leave, except as modified by the rules governing resignation without sufficient 
notice.  

 
10.13  Sick Leave Policy  

Sick leave shall be used when an employee is incapacitated by sickness or injury; for 
childbirth, placement of a child for adoption or foster care; for medical, dental, or optical 
diagnosis or treatment; for necessary care and attendance or death of a member of the 
employee's immediate family or household; exposure to a contagious disease when the 
attendance at duty jeopardizes the health of others.  Sick leave for childbirth and 
adoption/foster care placement shall comply with the provisions in Section 10.22 of these 
Regulations.  

 
10.14  Granting Ordinary Sick Leave  

Department heads or designees shall grant sick leave with pay to merit employees in  
accordance with the following provisions:  

 
-1  Ordinary sick leave shall not exceed the total amount credited to an employee at 
 the beginning of the pay period in which the absence occurs;  

-2  Leave without pay may be granted for sickness extending beyond the earned 
 credit;  

-3  For merit employees’ annual or compensatory leave credits may be used for sick 
 leave.  

 

10.15  Granting Advance Sick Leave  

-1  Advance sick leave, not to exceed 192 hours (288 hours for 24 hour shift 
employees), may be granted to merit employees qualified to earn ordinary sick 
leave in cases of serious disability or ailments of the employee, the spouse, minor 
or disabled child, parent or parent-in-law of an employee when it is to the 
advantage of the County to do so.  

-2  Advance sick leave may be granted to employees whose combined annual and 
compensatory leave balance does not exceed 80 hours.  

 
 -3  Advance sick leave shall not normally be advanced to a merit employee qualified  
  to earn ordinary sick leave during his/her first year of service with the County.  
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 -4  Advance sick leave shall not be approved retroactively to restore hours previously 
  charged to the employee's annual or compensatory leave balance for an ailment or 
  disability.  

 -5  When a department head or designee believes that a request for advance sick  
  leave is justified, a personnel action form shall be prepared with the following  
  supporting documentation:  

  a. The circumstances and the need for such leave verified by a physician's  
   statement;  
   
  b. The time and date when accrued sick leave will be exhausted;  
   
  c. The number of hours of advance sick leave requested and date to which  
   such leave will extend;  
   
  d. Probable return to duty and prospect for continued employment;  
   
  e. Recommendation of the department head or designee;  
   
  f. Statement notifying employee of the repayment requirement if advance  
   sick leave is approved.  
 
 -6  The Human Resources Director shall consider the information provided and make 

 a recommendation to the County Executive.  

 -7  Advance sick leave shall be approved by the County Executive or his/her 
 designee.  

 -8  Advance sick leave shall be charged to future accruals of sick leave.  An 
 employee may not use regular sick leave until the approved advance sick leave is 
 repaid.  

 -9  An employee who returns to work before using all approved advance sick leave 
 may use the balance for subsequent treatment or recuperation from the ailment for 
 which the leave was granted. This balance may be used for up to one year from 
 the date advance sick leave was first used.  

 -10  An employee returning to work before using all approved advance sick leave may 
 request an adjustment to his/her leave record to eliminate or reduce the remaining 
 approved advance sick leave. 

  
-11  When an employee who receives advance sick leave leaves County service for 

any reason and the advance sick leave has not been repaid, the County will be 
financially reimbursed for the balance of sick leave remaining, except in the case 
of full disability or death.  
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10.16  Granting Extraordinary Sick Leave  

-1  When the above provisions do not adequately allow for the illness or injury of a 
merit employee qualified to earn sick leave, and when the department head or 
designee believes that it is to the advantage of the County to do so, he/she may 
request of the County Executive, through the Human Resources Director, that the 
employee be granted an extraordinary sick leave not to exceed 4 hours (6.0 hours 
for 24-hour shift employees) for each month of service.  

-2  Extraordinary sick leave shall be recorded on the employee's leave record but 
shall not be charged to future accrued leave of any kind.  

 
10.17  Crediting Sick Leave  

-1  Sick leave shall be credited to all full time merit employees except those 
designated as senior managers in Section 4.15-4d at 4 hours per 80-hour pay 
period.  Merit employees scheduled to work other than 80-hours per pay period 
shall have leave credited on a pro-rated basis.  

-2  Unused sick leave may be accumulated without limit.  

-3  Employees reemployed or reinstated within one calendar year of their separation 
in good standing shall have their unused sick leave reinstated.  

-4  Employees designated as senior managers shall receive 104 hours (13 days) of 
sick leave at the beginning of each leave year. Senior managers appointed after 
the start of a leave year shall receive sick leave credit on a prorated basis for that 
year.  

-5 Employees who are participants in the Deferred Retirement Option Plan (DROP) 
will be considered as merit employees for purposes of crediting sick leave.  

10.18  Debiting Sick Leave  

 Sick leave shall be debited as follows:  

 -1  The amount of sick leave to be debited shall be computed on the basis of the exact 
 number of days or hours an employee is scheduled to work in the period when 
 leave is taken.  

 -2  Sick leave shall be debited in no less than one-tenth hour units.  

-3  Overdrawn sick leave shall be debited in the following order:  annual leave, 
compensatory leave, leave without pay.  

 
10.19  Effect of Transfer on Sick Leave Credits  

A merit employee who transfers from one department to another shall have his/her total 
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sick leave credits transferred to the new department.  

 
10.20  Effect of Separation on Sick Leave Credits  

 1. Sick leave credits shall not be paid to an employee upon separation.  
  
 2. Upon application for retirement, an employee's sick leave credits can be applied  
  towards membership service credit at the rate of one month of credit for each 172  
  hours of accrued unused sick leave, and prorated for any fraction of this amount.  
  
 3. Employees who are participants in the Deferred Retirement Option Plan may  
  apply all sick leave credits towards membership service credit for retirement, or  
  retain 40 hours as an initial sick leave balance, while the remaining sick leave  
  credits are applied towards membership service credit for retirement.   
 
 
10.21  Other Factors Relative to Sick Leave  

-1  Reporting of sickness. Employees who are absent from duty for reasons which 
entitle them to sick leave shall notify their respective supervisors within the time 
frame established by the Department unless physically unable to do so.  Upon 
return to work the employee shall submit immediately to his/her supervisor an 
authorization for leave form.  

-2  Medical certificate. A department head or designee may require a medical 
statement for sick leave when it occurs before or after a holiday or other 
scheduled day off, or when it is in excess of two workdays.  When an employee 
has a record of repetitious usage of short amounts of sick leave over an extended 
period a department head or designee may require a medical certificate for each 
day of sick leave taken.  Employees shall be provided advance notice that a 
medical certificate will be required for future absences.  

-3  The department head or designee may require an employee returning from sick 
leave to take a medical examination, or, with the concurrence of the Human 
Resources Director, on such other occasions that he/she deems it in the best 
interest of the County. The medical examination shall be given by a medical 
doctor designated by the Human Resources Director or his designee.  

-4  Investigation of sickness. A department head or designee may investigate the 
alleged illness of an employee absent on sick leave.  

-5  False or fraudulent use of sick leave. False or fraudulent use of sick leave shall be 
cause for disciplinary action against the offending employee.  Such disciplinary 
action may include dismissal.  

-6  An employee on annual leave who presents a medical certificate giving the dates 
of illness may have that portion of his/her annual leave converted to sick leave.  

-7  Conversion of sick leave.  
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Conversion of sick leave to annual leave shall not be permitted.  
 

-8  State worker's compensation insurance.    

 An employee, who is eligible to receive state worker's compensation payments 
beyond the year of injury leave, may elect to use accumulated sick leave and/or 
annual leave and/or sick leave bank. The use of such leave will be coordinated 
with worker's compensation payments so that the total amount received from both 
sources does not exceed the employee's full wage or salary until such sick and/or 
annual leave and/or sick leave bank is depleted or until the employee returns to 
work.  Leave hours used will be calculated only on that portion of total 
compensation over the workers' compensation payment.  While using sick and/or 
annual leave the employee will continue accruing sick and annual leave.  

 
10.22  Family and Medical Leave  

Family leave is defined as leave used for the birth or placement of a child for adoption or 
foster care.  Medical leave is defined as leave used for the care of ill minor or disabled 
children, spouse, parents or parents-in-law, or because of a serious health condition that 
makes the employee unable to perform the functions of his or her position.  Family and 
medical leave consist of any combination of sick leave, annual leave, compensatory leave 
and leave without pay. Sick leave used for the purpose of family or medical leave must 
conform to the requirements in Section 10.13.  If parental leave (Section 10.22) is taken 
for the birth, adoption, or foster care placement of a child, the leave must be applied 
towards the employee’s Family and Medical Leave entitlement if applicable.  

-1  Family and medical leave shall be granted to any merit employee for a period of 
up to twelve work weeks over a twelve-month period.  The twelve-month period 
during which family leave may be taken for the birth of or placement of a child 
shall expire at the end of the twelve-month period beginning on the date of birth 
or placement.  Work week is defined as the hours an employee is regularly 
scheduled to work in a seven (7) consecutive day period.  

 
 -2  The twelve-month period for family and medical leave usage shall commence 

 with the first use of family or medical leave.  
 
 -3  Requests for leave beyond twelve work weeks are subject to regular leave policies 

 with approval determined by the department head or designee.  
 
 -4  Requests for family and medical leave must be made in writing and submitted 30 

 calendar days in advance whenever the necessity for such leave is foreseeable.  
 
 -5  The mother may take six (6) weeks of sick leave immediately following the birth 

 of her child.  Use of additional sick leave requires medical certification.  The 
 father  may take four (4) weeks of sick immediately following the birth of his 
 child.  Use of additional sick leave requires medical certification.    



 

County of Fairfax, Virginia-Personnel Regulations  Revised July 2008 34 

 -6  Mothers and/or fathers may take four (4) weeks of sick leave immediately 
 following placement of a child for adoption or foster care.  Use of additional sick 
 leave requires medical certification.    

 -7  Family leave may be taken on an intermittent or reduced schedule basis with the 
 approval of the department head or designee.  Medical leave may be taken on an 
 intermittent or reduced schedule basis if certified as necessary by the health 
 provider.  

 -8  At the request of the department head or designee, the employee shall provide 
 certification from a health care provider in connection with a request for medical 
 leave. Additionally, an employee may be required to provide medical 
 documentation concerning the continuing necessity for medical leave and in 
 connection with any issue concerning his/her ability to return to work at the 
 expiration of medical leave.  

 -9  At the discretion of the department head or designee, an employee requesting 
 family leave for the birth or adoption of a child may be required to use accrued 
 annual or sick leave prior to use of leave without pay.  Employees requesting 
 family  or medical leave for all other reasons may be required to use accrued sick, 
 and/or  annual leave prior to use of leave without pay.  

 -10  During the leave period, the County will provide coverage under the health 
 insurance plan which the employee had selected prior to going on leave at the 
 level  and under the conditions coverage would have been provided if the 
 employee had  not gone on leave.  

 -11  If the employee fails to return to work for a reason other than the continuation, 
 recurrence, or onset of a serious health condition in him or herself, children, 
 spouse,  parents or parents-in-law or other circumstances beyond the control of 
 the employee, the County may recover the employer's contribution to the health 
 insurance premium paid during any period of unpaid leave. 

  
 -12  No employee shall be prevented from returning to work prior to the expiration of 

 the twelve week period.  
 
 -13  Employees shall return to the position vacated or, with the approval of the Human 

 Resources Director, to another position in the same class. 
 
 -14  Employees who do not plan to return to work should notify their department no 

 later than at the expiration of the leave. Failure to return to work without giving 
 notice at the expiration of the leave without good cause may result in an 
 unsatisfactory service separation.  

 
 -15  This regulation shall be construed as to ensure compliance with the minimum 

 requirements of the Family and Medical Leave Act of 1993.  
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10.23 Parental Leave  

Paid leave granted for the birth, adoption, or foster care placement of a child. Merit 
employees are provided a maximum of 80 hours (120 hours for 24-hour shift employees) 
hours. Merit employees scheduled to work other than 80 hours per pay period shall have 
parental leave credited on a pro-rated basis.  

Mothers, fathers or legal guardians are entitled to take up to 80 hours of paid parental 
leave (120 hours for 24-hour shift employees) during the first twelve months following 
the birth, adoption, or foster care placement of a child. In some instances when deemed 
medically necessary, parental leave may be taken prior to the birth.   

The parental leave must be applied towards the employee’s Family and Medical Leave 
(FML)entitlement to the extent that FML is available to the employee, (i.e., parental 
leave will run concurrently with FML in most cases.)  If an employee has already 
exhausted FML for the qualifying period (first twelve months following the birth, 
adoption, or foster care placement of a child), the mother, father or legal guardian is still 
eligible to take the 80 hours of parental leave.  

 
10.24  Leave for Injury in Line of Duty  

-1  A merit employee who is injured while performing the duties of his/her position, 
without fault or negligence on his/her part, and who is accepted as compensable 
under the Virginia Worker's Compensation Act, shall be granted injury leave with 
pay, as approved by the County Executive or his/her designee. Such eligibility for 
injury leave with pay begins on the first day of injury and shall expire not later 
than twelve calendar months from the original injury date.  Re-injuries do not 
extend the period of eligibility for injury leave.  Such leave requires a medical 
certificate from an approved licensed physician authorized by the County to treat 
worker's compensation claims.  This certificate must set forth the nature and 
extent of the injury and the probable period of disability.  

 
-2  Extensions of injury leave beyond twelve calendar months may be granted by the 

department head or designee.  In no case shall the employee be granted injury 
leave in excess of 2080 (2912 for 24-hour shift employees) total hours.  In 
evaluating such requests, the following elements shall be considered:  

 
  a. The circumstances in which the injury occurred to include consideration of 
   the nature and extent of the injury;  
 
  b. The nature and extent of treatment providing that the employee has  
   continued under the regular care of the authorized physician requiring an  
   office visit at minimum intervals of at least once every three months; and  
   providing that the medical records clearly substantiate a relationship  
   between the current prescribed treatment and the original injury;  
   
  c. The likelihood of the employee's return to duty;  
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  d. The employee's past injury leave and service record;  
 
  e. The employee's compliance with injury leave policies and requirements.  
 
 -3 When possible, employees who have been injured but are not totally disabled will 

 be placed in temporary assignments without loss of pay with duties that fall 
 within  the medical restrictions prescribed by the treating physician.  

 -4  When injury leave is used other leave benefits shall not accrue.  

 -5  An employee on injury leave is expected to follow medical procedures and 
 complete necessary forms/reports so as to insure that worker's compensation 
 payment will be credited to the appropriate account.  

 -6  An employee on injury leave is specifically prohibited from engaging in activities 
 that may impair his/her recovery.  This includes:  

  a. Engaging in strenuous recreational or other physical activities without the  
   approval of the authorized physician.  
 
  b. Being employed or self-employed to perform work of any kind without  
   the prior written approval of the authorized physician and the Human  
   Resources Director.  
 

-7  An employee on injury leave is not required to remain at home, but is required to 
be available for contact by his/her supervisor and to notify the supervisor of any 
change of residence during authorized absence.  

-8  Failure of an employee on injury leave to follow prescribed procedures or to 
accept appropriate medical treatment, vocational rehabilitation, or medically 
appropriate temporary assignments, may result in disallow of full salary 
continuation and reversion to straight worker's compensation wages, if eligible, 
for the time period of noncompliance, with the employee being liable for 
repayment of the monetary differential.  

 
10.25  Bereavement Leave  

Bereavement leave may be used when a death occurs in an employee’s immediate family 
or household. Department heads or designees shall grant bereavement leave with pay to 
merit employees in accordance with the following provisions:  

-1  Full time merit employees shall be eligible to use up to 16 hours of bereavement 
leave per calendar year. Merit employees scheduled to work less than 80 hours 
per pay period shall be eligible for bereavement leave on a pro-rated basis.  

-2  Bereavement leave may not be carried over from one calendar year to the next.  

-3  The amount of bereavement leave to be debited shall be computed on the basis of 
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the exact number of hours an employee is scheduled to work in the period when 
the leave is taken.  

-4  Bereavement leave shall be debited in no less than one-tenth hour units.  

-5  Sick leave may be granted for absences extending beyond bereavement leave 
eligibility in accordance with the sick leave provisions herein.  

 
10.26  Compensatory Leave  

-1  Compensatory leave shall be credited to an employee as provided for in the rules 
governing overtime.  Employees who are participants in the Deferred Retirement 
Option Plan (DROP) will be considered as merit employees for purposes of 
crediting compensatory leave.  

-2  Compensatory time for overtime worked shall be granted at the discretion of the 
employee at a time convenient to and approved by the department head or 
designee.  

-3  Overdrawn compensatory leave shall be debited in the following order:  annual 
leave, leave without pay.  

 
10.27  Effect of Transfers on Compensatory Leave  

An employee who transfers from one department to another shall, if possible, use his/her 
compensatory leave prior to the effective date of the transfer.  If this is not possible, the 
total number of compensatory leave shall be recorded on the personnel action form and 
shall be transferred to the new department.  

 
10.28  Effect of Separation on Compensatory Leave  

An employee who is separated from service may only be paid for any accrued overtime 
for which he/she has not been granted compensatory leave in accordance with the 
provisions of section 4.15-4.  

 
10.29  Military Leave  

-1  A merit employee who is a member of the National Guard or an organized 
military reserve of the United States, or is a former member of the Armed 
Services and has been reactivated by a competent authority shall be allowed 
military leave under the following circumstances:  

  a. Leaves of absence with pay not to exceed fifteen workdays during any one 
   federal fiscal year (October 1 - September 30) to attend federally funded  
   military duty, including duty for training. For the purposes of this section,  
   one 24-hour shift workday shall equate to two military leave workdays.  
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 The employee shall report to work in accordance with the following schedule:  
 
   1. If the period of service is less than 31 days, the employee must  
    report back to work not later than the beginning of the next   
    regularly scheduled workday after the military duty, including  
    travel time and an 8-hour rest period, is completed. 
   
   2. If the period of service is more than 30 days but less than 181 days, 
    the employee must report back to work not later than 14 calendar  
    days after completing service.  
 

3. If the period of service is more than 180 days, the employee must 
report back to work not later than 90 days after completing service. 

  
   4. If the employee is hospitalized or convalescing from an injury or  
    illness incurred during the period of service, then the time for the  
    employee to report back to work will be extended.  
 
  b. Leaves of absence without pay for training not covered above.  The  
   employee shall report to work the next regularly scheduled workday after  
   the training period, including travel time and an 8-hour rest period, is  
   completed.  
 

-2  A merit employee who is a member of the Virginia National Guard and who is 
called to emergency duty by the Governor to combat floods, riots, winter storms, 
hurricanes or other disasters shall be allowed military leave with pay for each day 
of such service. A merit employee who is a member of any National Guard 
organization other than the State of Virginia and who is called to emergency duty 
by the competent authority of that state may elect to be placed on military leave 
without pay for each day of such service.  

-3  The employee shall notify his/her supervisor as far in advance as possible when 
taking military leave.  The employee’s notice may be either verbal or written.  A 
copy of military orders may be requested, but cannot be required.  Failure to 
notify the County in advance shall not deprive the employee of rights and 
benefits.  

-4 An employee who leaves the County service in order to join the military forces of 
the United States or who is inducted into such service has resigned and is not 
considered to be on military leave.  (See Section 9.2-5).  

-5  In the event of any conflict between County regulations and federal or state law, 
the latter shall take precedence.  

 
10.30  Civil Leave  

A merit employee shall be given time off without loss of pay when performing jury duty, 
when subpoenaed or requested to appear before a court, public body or commission 
except when the employee is a party to the suit, when performing emergency civilian 
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duty in connection with national defense, or for the purpose of voting.  Leave for the 
purpose of voting shall only be granted when the employee's work schedule prohibits 
voting before or after duty hours or through absentee balloting.  

 
10.31  Volunteer Activity Leave  

Volunteer activity leave may be used to participate in volunteer activities and initiatives 
to support the neighborhoods in which employees live and work to include educational 
and charitable institutions, religious/faith-based and community service entities.  
Department heads or designees shall grant volunteer activity leave with pay to merit 
employees in accordance with the following provisions:  

-1 Full time merit employees shall be eligible to use up to 16 hours of volunteer 
activity leave per calendar year. Merit employees scheduled to work less than 80 
hours per pay period shall be eligible for voluntary activity leave on a pro-rated 
basis.  

-2  Voluntary activity leave may not be carried over from one calendar year to the 
next. 

  
-3  The amount of voluntary activity leave to be debited shall be computed on the 

basis of the exact number of hours an employee is scheduled to work in the period 
when the leave is taken.  

-4  Voluntary activity leave shall be debited in no less than one-tenth hour units.  

 
10.32  Leave Without Pay  

A department head or designee may grant a merit employee a leave without pay for a 
period not to exceed one year, subject to the following conditions:  

-1  Leave without pay shall be granted only when it is in the interests of the County 
to do so. The interests of the employee shall be considered when he/she has 
shown by his/her record to be of more than average value to the County and when 
it is desirable to return the employee even at some sacrifice.  

-2  At the expiration of a leave without pay, the employee shall be reinstated in the 
position he/she vacated or in any other vacant position in the same class.  

-3  The employee does not earn leave while on leave without pay.  

-4  Failure on the part of the employee to report promptly at the expiration of a leave 
without pay may be cause for dismissal.  
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10.33  Unauthorized Absence  

 -1 An employee who is absent from duty without approval shall:  

 
  a.  Receive no pay for the duration of the absence;  
 
  b.  Be subject to disciplinary action, which may include dismissal.   
 

-2  It is recognized that there may be extenuating circumstances for unauthorized 
absence and due consideration shall be given each case.  

-3  Failure of an employee to report for work at the expiration of an authorized leave 
or to request an extension of such leave shall be considered an absence without 
leave.  

 
10.34  Education Leave  

A merit employee engaged in professional or technical work may be granted a leave of 
absence with full or partial pay for enrollment in a special institute or course of study of 
direct benefit to the County service, at the discretion of the department head or designee.  

Such leave may be granted on the assumption that the employee will remain with the 
County service for a reasonable period to be recommended by the department head or 
designee, upon completion of the institute or course of study.  

 
10.35  Holiday Leave  

-1  The following holidays are observed by the County and shall be granted to merit 
employees with pay, unless such employees are required to be on scheduled duty.  

  a. New Year's Day (January 1);  
 
  b. Martin Luther King, Jr.'s Birthday (Third Monday in January);  
 
  c. Washington's Birthday (Third Monday in February);  
 
  d.  Memorial Day (Last Monday in May); 
  
  e.  Independence Day (July 4); 
  
  f.  Labor Day (First Monday in September);  
 
  g.  Columbus Day (Second Monday in October);  
 
  h.  Veteran's Day;  
 
  j. Thanksgiving Day (Fourth Thursday in November); 
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  k. Fall Holiday (Friday after Thanksgiving);  
 
  l. Christmas Eve (One-half day on December 24);  
 
  m. Christmas Day (December 25); 
  
  n. Inauguration Day (January 20, every fourth year) when it falls on a  
   business day, Monday through Friday.  
 

-2  The County Executive may also set aside other days as holidays.  

10.36  Granting Holiday Leave  

 The granting of holidays observed by the County shall be subject to the following 
provisions: 

  -1  Holidays on a weekend.  

  When a holiday falls on Saturday, it shall be observed on the preceding Friday. 
   

 When a holiday falls on Sunday, the following Monday shall be observed as the 
 holiday.  

 -2  Holiday on scheduled workday  

  a.  Holiday on scheduled workday; employee works. Employees who are  
   required to work on a holiday (actual or County observed) shall be   
   compensated for the time worked in accordance with the rules governing  
   hours and overtime.  Holiday  compensation will be provided on an hour  
   for hour basis for an employee’s regular scheduled hours not to include  
   overtime hours.  If an employee who would not normally work the   
   holiday, is scheduled to work to meet staffing or other operational needs,  
   the employee is entitled to receive holiday compensation for hours worked 
   not to exceed the number of his/her regularly scheduled hours.  
 
  b.  Holiday on scheduled workday; employee does not work.   Employees  
   who are required to work on a holiday (actual or County observed) but do  
   not work, shall be compensated as follows.  Holiday compensation will be  
   provided on an hour for hour basis up to the number of regularly   
   scheduled hours for that day.  
 
 -3  Holiday on scheduled day off. Within the policy established in the section on 

 holiday leave, whenever one of the designated holidays falls on an employee's 
 scheduled day off, the employee shall be granted either holiday pay or holiday 
 compensatory time in accordance with the rules governing hours and overtime.  
 To receive holiday compensation on an actual holiday, an employee must be 
 directed by his/her supervisor to work due to staff shortage or other 
 operational necessity.  
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 -4  Holidays for merit part-time employees.  Part-time merit employees shall be 
 granted holiday time off with pay on a pro-rated basis regardless of the number of 
 hours scheduled on the day a holiday falls computed at the rate of one-tenth of an 
 hour times the employees bi-weekly scheduled hours.  

 -5  Holidays during paid leave. A holiday falling within a period of paid leave shall 
 not be counted as a workday in computing the amount of leave debited.  

 -6  Holiday during unpaid leave. When a holiday falls within a period of leave 
 without pay or immediately preceding or following such leave, the employee shall 
 receive no pay for the holiday.  To be eligible for holiday compensation the 
 employee must be in pay status for a full workday on one side of the holiday and 
 a minimum of  one-half workday on the other side.  

 -7  Appointment on a holiday.  The appointment of a merit employee shall not be 
 effected on a holiday except when the employee works that day.  

 
10.37  Administrative Leave  

-1  Administrative leave shall be any paid leave authorized by the County Executive, 
which is not otherwise classified by these Regulations.  

-2  Administrative leave will normally
1 

be granted to any full-time or part-time 
employee by an appointing authority or the County Executive for any of the 
following reasons:  

  a. Where an employee is required to appear before a public body, public  
   agency, board or commission during normal working hours on matters  
   relating to County business.  
 
  b. For the attendance in an official capacity during normal working hours as  
   a representative of the County at meetings, symposiums, conferences,  
   conventions or hearings.  
   
  c. During the investigation of an alleged improper act by an employee which  
   may result in formal disciplinary actions and/or when the retention of the  
   employee on an active duty status may be detrimental to the interests of  
   the County or injurious to the employee, his/her fellow workers or the  
   general public. Administrative Leave for this purpose will not exceed ten  
   business days without prior approval of the County Executive.  A   
   memorandum to the Human Resources Director will be submitted by the  
   department head or designee giving details of the Administrative Leave  
   for all situations covered by this paragraph. In lieu of the use of   
   Administrative Leave for situations of this type, a department head or  
   designee may temporarily assign the employee to other duties.  
 
1 Exceptions to be justified and made a matter of record.  
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  d. For participation in the blood donor program for which purpose up to four  
   hours may be granted, at the discretion of department head or designee, for 
   each recuperative purpose.  
 
  e. For the purpose of undergoing a medical examination as may be required  
   by the employee's department head or designee.  
 
  f. To recognize long term service to general county employees who earn  
   length of service awards of 20, 25, 30, 35, 40 and 45 years or more shall  
   be eligible for one day's of leave (12 hours for 24 hour shift firefighters) in 
   the year after they have qualified for the length of service award.  
   
  g. To recognize outstanding performance such as Outstanding Performance  
   Awards or Team Excellence Awards.  The number of hours received for  
 

Outstanding Performance Awards or Team Excellence Awards shall be 
equal to one day of leave (12 hours for 24 hour shift firefighters).  

h. For officers of the Employees Advisory Council and employee 
organizations, which participate in payroll dues deduction to attend 
conventions and training related to employee relations.  Administrative 
Leave for this purpose shall not exceed 30 workdays (240-hours) per year 
per employee organization. In the accrual of hours toward the 240-hour 
limit, one 24-hour shift shall equate to 16 hours of administrative leave.  
Employees must submit such leave requests as far in advance as possible 
and provide written verification upon return to duty of attendance at the 
convention or employee relations training.  

-3  In addition to the provisions of paragraph -2 above, Administrative Leave may be 
granted to any full-time or part-time employee by the County Executive or his/her 
designee for any of the following reasons: 

   a. Breakdown of essential facility services such as heating, air  
    conditioning, or water or other problems wherein facilities must be 
    closed and employees released early from work or not required to  
    report to work.  
 
   b. Breakdowns of equipment making it impossible to accomplish  
    assigned tasks.  
 
 
10.38  Leave for Inclement Weather or Other Emergency  

-1 When extreme inclement weather or other emergencies occur, the County 
Executive or his/her designee shall have the option to declare one of the following 
types of leave:  

  a. Unscheduled Leave - may be declared by the County Executive or his/her  
   designee when it is deemed advisable to provide employees flexibility  
   regarding reporting to work due to inclement weather or other emergency.  
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   Unscheduled leave authorizes all employees, except those designated as  
   emergency service personnel, to use their own leave to remain home from  
   work or to leave work early without obtaining prior approval from their  
   supervisor. Employees, however, must notify their supervisors if they opt  
   to stay home on unscheduled leave.  Employees may only use annual  
   leave, compensatory leave, or leave without pay for this purpose.  Such  
   leave is authorized only for the period of time designated by the County  
   Executive or his/her designee.  
 
  b. Emergency Administrative Leave - may be declared by the County  
   Executive or his/her designee when it is determined necessary to close the  
   general County government due to extreme inclement weather or other  
   emergency. Emergency administrative leave authorizes all merit County  
   employees, except those designated as emergency service personnel, to  
   remain home from work or to leave work early without prior approval of  
   the supervisor and without the use of personal leave or leave without pay.   
   Such leave shall be limited to the time periods designated by the County  
   Executive or his/her designee. Employees required to work during   
   a period of such emergency administrative leave shall receive extra  
   compensation in accordance with provisions contained in Chapter 4.  

 

-2  When leave for inclement weather or other emergency is declared, emergency 
 service personnel must report to work. Emergency service personnel are those 
 employees, designated by the department head or designee, who due to the nature 
 of the emergency which has occurred, must report to work to ensure that public 
 health and safety needs or critical departmental requirements are met.  

 
10.39  Sick Leave Bank  

As identified below, various competitive service employees shall be eligible to participate 
in a sick leave bank when incapacitated by long-term sickness or injury.  Two separate 
sick leave banks are authorized for (1) non-supervisory trade, manual and custodial 
service, provided that at least 270 of these employees agree to participate, (2) personnel 
in the ranks of Fire Fighter through Deputy Fire Chief, provided at least 300 of these 
employees agree to participate. Such sick leave banks shall be administered in 
accordance with the terms stated below:  

-1  Membership in the sick leave bank is voluntary on the part of the employee.  

-2  An employee may enroll within the first 30 calendar days of employment.  An 
employee who does not enroll when first eligible may do so between any 
subsequent September 1 to October 1 period by making application and providing 
satisfactory evidence of good health to the Human Resources Department.  
Employees may enroll in the bank by donating 8 hours (12 hours for 24 hour shift 
firefighters) of sick leave earned during the then current fiscal year.  

-3  A member of the bank will not be able to utilize sick leave bank benefits until 
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his/her own sick leave is exhausted.  

-4  The first 30 consecutive calendar days of illness or disability will not be covered 
by the bank, but must be covered by the employee's own accumulated sick leave, 
annual, compensatory or leave without pay, if the employee's sick leave is 
exhausted.  

-5  A maximum of 45 work days (22.5 days for 24 hour shift firefighters) each fiscal 
year can be drawn by any one member of the bank.  If the fiscal year ends while 
an employee is using sick leave bank days, he/she may continue using the bank 
until reaching the maximum without re-qualifying as required in 10.39-4  

  
 -6  Participating members must return to work and must meet the requirements of  
  item -4 before becoming eligible to utilize sick leave bank benefits again.  

 -7  Members of sick leave bank shall not earn personal leave (sick and annual) for the 
  time charged against the bank.  

 -8  Members of the bank will be assessed 8 hours (12 hours for 24-hour shift   
  firefighters) sick leave at such time as the respective bank is so depleted as to  
  warrant same unless they choose not to participate further in the bank.  Members  
  who have insufficient sick leave at the time of the assessment will show a   
  negative sick leave balance in the amount of the assessment.  Future leave   
  accruals will eliminate the negative balance.  

 -9  Members utilizing sick leave days from the bank will not have to replace these 
 days except as a regular contributing member to the bank.    

 -10  Upon termination of employment or withdrawal of membership from the bank, a 
 participating employee will not be permitted to withdraw his/her contributed days.  
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Form 1: Family and Medical Leave Act (Employer Response Form) 

 

Form 2: Certification of Health Care Provider  

 

Parental Leave 
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    C o u n t y  o f  F a i r f a x ,  V i r g i n i a  
 

 
DATE:   July 25, 2008  

TO:  Department Heads Payroll Contacts HR Managers  

FROM:  Susan Woodruff  

 Acting Human Resources Director 

SUBJECT: Parental Leave  

The Board of Supervisors requested a follow up review of the leave benefits study conducted two years ago 
to further explore enhanced options for employees.  As a result of that request, a new leave program, 
Parental Leave, was approved by the Board on July 21, 2008 and will be effective September 13, 2008 
(pay period 20).  

Similar to Volunteer and Bereavement Leave, Parental Leave supplements current annual and sick leave 
benefits. Parental leave will provide up to 80 hours of paid leave (prorated based on scheduled work 
hours) to be used within 12 months following the birth, adoption, or foster care placement of a child. 
Announcement of the new leave program will be published in the August 1st  edition of the Courier. 
Key highlights of the new leave provision are as follows:  

• Eligibility for the leave includes all merit and probationary employees in a leave earning status.  
• Parental leave will run concurrent (tracked at the same time) with Family Medical Leave, meaning it 

counts towards and is included in the 12 week entitlement.  In the event an employee has exhausted 
FML, he or she would remain eligible for the parental leave benefits.  

• Sub-object codes have been created in prism for time and attendance tracking and can be used as of  
September 13, 2008(pay period 20).   

• Departments can use established procedures to coordinate leave requests and or the Certification of 
Health Care Provider form when applicable which is posted on the DHR website.  

 
For additional details a FAQ has been posted on the ER website as a resource to provide information to 
employees: http://infoweb.fairfaxcounty.gov/hr/relate/parentleave.htm  

Please review and disseminate information in your department accordingly.  Questions concerning the new 
provision should be directed to the Employee Relations Division, Department of Human Resources at (703) 
324-3495.  

cc:  Anthony H. Griffin, County Executive  
 Edward L. Long, Jr., Deputy County Executive  
 Rob Stalzer, Deputy County Executive  
 Verdia L. Haywood, Deputy County Executive  
 David Molchany, Deputy County Executive       
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I.  PURPOSE 
 

The policies and procedures established herein are designed to ensure 
the Department responds efficiently and effectively to meet the police 
service needs of the citizens of Fairfax County.  Additionally, this policy 
provides a guideline for balancing the requirements to meet police service 
demands with the needs of those non-probationary employees who due to 
injury, illness, or other disability become temporarily unable to perform all 
the essential task requirements of a police officer. 

 
 
II. POLICY 
 

The Department is committed to providing the citizens of Fairfax County 
with efficient and effective police service while adhering to the provisions 
of the Americans with Disabilities Act.  This policy will be reviewed on a 
regular basis to ensure full compliance with ADA related administrative 
regulations adopted by the Fairfax County Office of Personnel and Office 
of Equity Programs. 

 
 
III. APPLICABILITY  
 

This policy establishes policy and administrative procedures relating to the 
physical and/or mental fitness required of all personnel holding sworn 
police positions within the Department.  The fitness and duty requirements 
shall also apply to probationary police officer trainees and police cadets. 
 

 
IV. DEFINITIONS 
 

Essential Job Tasks: The mandatory core job tasks each sworn employee 
must be mentally and physically capable of performing with or without a 
reasonable accommodation to be eligible for hire and/or continued 
employment as a sworn police officer. 
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Full Duty:  A job status indicating that an employee is capable of performing the 
essential job tasks required of a police officer.  

  
Medical Temporary Restricted Duty:  A limited term duty status indicating that a 
sworn employee is not able to perform some essential police officer job tasks, but 
is able to perform useful law enforcement-related work and is medically approved 
to be assigned to an existing administrative or service position within the 
Department.  In those instances where an assignment within the Department is 
not available, consideration will be given to placing an employee temporarily with 
another county agency for the duration of their incapacity. 
 
During this period of incapacity, the agency will restrict the affected employee’s 
use of marked police vehicles and require that only civilian attire be worn.  This 
action is intended to limit the exposure of an injured or disabled employee to 
additional injury or stress, and to ensure that officers are not placed in a position 
which would represent a risk to themselves, other employees, or the public. 

 
Reasonable Accommodation: Includes, but is not limited to, making existing 
facilities used by employees readily accessible to and useable by individuals with 
disabilities; job restructuring; part-time or modified work schedules; reassignment 
to a vacant position; acquisition or modifications of equipment or devices; 
appropriate adjustment or modifications of examinations, training materials or 
policies; providing readers or interpreters, etc. 

 
Undue Hardship: Means, with respect to providing an accommodation, incurring 
a significant expense or significant difficulty by the agency in light of the nature 
and net cost of the accommodation; the overall financial resources involved in 
providing the accommodation; the effect on expenses and resources; the type 
and location of the operation; the impact of the accommodation upon operations, 
including the impact on the ability of other employees to perform their duties and 
on the facility’s ability to conduct business. 
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V. PROCEDURES 
 

A. Essential Job Tasks  
 

The position of sworn police officer, regardless of rank or assignment, 
requires the ability to perform certain essential job tasks.  Essential job 
tasks for all sworn police officers shall include the ability to work shift work 
and to effectively and safely use, during both normal and emergency 
conditions, all standard issued police equipment.  Such equipment shall 
include, but is not limited to: a standard police vehicle, MDT/CAD 
terminals and displays, report forms and documents, police radio 
equipment, service pistol, shotgun, baton, pepper spray, and handcuffs.  
Additionally, as mandated under Regulation 201.6, all officers are charged 
with the duty to: preserve the public peace; protect life and property; and 
enforce the laws of the Commonwealth of Virginia and the County of 
Fairfax.  As such, all officers must be reasonably capable of making a 
forcible arrest and providing routine and emergency assistance to citizens 
and officers.  

 
B. Medical Temporary Restricted Duty 

 
1. Officers who are not able to perform essential job tasks due to a 

temporary injury, illness, or other disability may be granted a limited 
term of restricted duty.  The initial determination that restricted duty 
status is indicated will be based upon a review of the individual 
circumstances on a case by case basis. 

 
2. Priority for the granting of medical temporary restricted duty will be 

given to cases involving on-duty or employment related injuries, 
illnesses, and disabilities over cases which involve an off-duty or 
non-employment related causative factors. 

 
3. Medical temporary restricted duty and placement in a temporary 

duty assignment will be limited to those cases where the incapacity 
is expected to be more than 14 days.  If granted, such 
accommodation may include: reassignment to a location which 
places less physical or mental demands on an officer; job 
restructuring; scheduling adjustments; and modification and/or 
adjustments to office equipment/devices.  Any reassignment or 
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accommodation shall be made to an existing position within the 
department.  The Department is not required to bear an undue 
hardship in making a reasonable accommodation, and may limit the 
number of such available positions based upon the needs of the 
agency.   

 
4. Permanent restricted duty assignments or accommodation 

agreements shall not be made.  Any restricted duty assignment or 
accommodation made for an illness, injury, disability, or other 
cause, which is required due to an employee’s inability to perform 
all the essential job tasks required for a sworn position shall be 
limited to a maximum of 12 months.  In cases of prolonged (excess 
of 9 months on restricted duty, with a prognosis indicating 
probability of work restrictions continuing beyond 12 months or 
2080 hours) or in cases of a permanent injury, chronic disabling 
illness or other disability, an employee will be offered the following 
options: appointment to an existing non-sworn police department or 
general county position in which the employee can meet all of the 
essential job functions and qualifications; retirement; resignation; or 
involuntary separation. 

 
5. Injuries or illnesses for which the employee needs accommodation 

for less than fourteen days from the date of occurrence/onset may 
be addressed at the station/division level.  Division Commanders 
may seek to temporarily restrict officers under their command in 
their law enforcement authority as set forth in this section if 
circumstances indicate such limitations are in the best interests of 
the Agency due to the employee’s inability to perform all essential 
tasks; alternately, the employee may elect to use sick, annual, or 
compensatory leave. 

 
6. An employee in restricted duty is prohibited from engaging in any 

department approved, police-related, off-duty employment.  This 
prohibition shall include voluntary overtime assignments which are 
outside the normal restricted duty assignment of the employee. 

 
7. To ensure that officers who are unable to perform essential tasks 

are not placed in a position which would represent a risk to 
themselves, other employees or the public, all officers placed into 
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restricted duty status shall not wear a police uniform and shall not 
operate a marked police vehicle unless said vehicle is clearly 
marked as being out of service.  Service weapons or approved off-
duty weapons must be concealed from view if worn.  Any 
enforcement action taken must be in accordance with General 
Order 601, Arrest Procedures, Section X, Special Instances, 
Paragraph E, Off-duty Incidents. These restrictions will be 
documented in written form, with a copy provided to the affected 
officer.  These restrictions are not a disciplinary action but are 
intended to relieve the employee of the responsibility of having to 
take enforcement action when they are physically unable to do so. 

 
C. Notification requirements 

 
1. The notification requirement of this order may be met by 

compliance with the existing injury reporting policy mandated under 
the established Risk Management Procedures for Claims, the 
provisions of the Virginia Workmen Compensation Law  and 
General Order 330, Reporting Personal Injuries.  However, if such 
a notification is not mandated under existing reporting 
requirements, a separate notification shall be made under this 
section. 

 
2. Any officer experiencing an on-duty or off-duty injury, illness, or 

disability that has caused any restriction in the ability of the affected 
officer to perform all essential job tasks shall be reported 
immediately by the officer through their supervisor to their 
respective bureau commander.   

 
3. The affected bureau commander shall promptly notify the 

Administrative Support Bureau of any officer becoming subject to 
the provisions of this general order.  
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D. Documentation required 
 

All reports and personnel actions (to include: transfers, temporary 
assignments, employee reclassifications, accommodation agreements, 
employee physical ability records, etc.) required to effectively administer 
the provisions of this general order will be documented in writing on 
approved forms.  Copies will be maintained in the Administrative Support 
Bureau restricted duty file.  Copies of actions involving an employee will 
be provided to the employee, and a copy placed in the affected 
employee’s personnel file.  

 
Medical information, such as detailed physicians reports, will be filed 
separately in the employee’s medical information file.   

 
E. Evaluation Criteria.  

 
To ensure that this policy is administered in an objective, consistent and 
non-discriminatory manner, the determination of an employee’s fitness 
and/or ability to perform the full range of essential police officer job tasks 
must be based on objective job-related criteria.  The primary criteria to be 
used for a fitness for duty determination shall include one or more of the 
following: 
 
• Results of a medical and/or psychological examination performed 

by a County physician or a physician approved by the Division of 
Risk Management, with the determination of fitness for duty being 
based upon the established Public Safety Position Medical 
Standards, police officer position description, and list of essential 
job tasks.  

 
• An official report, training record, administrative investigation, 

performance evaluation, or request for accommodation.  
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VI. ADMINISTRATION 
 

A. The administration of the provisions of this policy will be supervised 
and coordinated by the Commander of the Administrative Support 
Bureau and his/her designee.  The Commander of the 
Administrative Support Bureau may form and utilize a “Restricted 
Duty Advisory Panel” which may, as deemed necessary, include 
staff or line representatives from within the Department, Office of 
Personnel, Office of Equity Programs, the Office of the County 
Attorney and Risk Management.  This panel shall review and make 
advisory recommendations regarding the application of this policy 
and related administrative procedures to the commander of the 
Administrative Support Bureau. 

 
B. To ensure the equitable application of this policy and enhance the 

proper administration and control of those sworn personnel placed 
in a restricted duty status for more than 14-days, all such 
employees shall be placed under the direct administrative authority 
of the Commander of the Administrative Support Bureau.  Any 
reassignment, transfer, accommodation agreement, job 
restructuring, or other personnel action involving such personnel 
shall be coordinated with and approved by the Administrative 
Support Bureau Commander or his/her designee.  Where there is 
an occupational injury or illness for which an employee has filed a 
Workers� Compensation claim, established procedures as outlined 
in the Risk Management Manual will be followed including 
oversight/coordination of temporary modified duty/bridge 
assignments by the Fairfax County Rehabilitation Specialist. 

 
C. The commander of the Administrative Support Bureau shall 

maintain a tracking system and report on a monthly basis to the 
administrative staff all employees subject to the provisions of this 
general order due to their inability to perform all essential police 
officer job tasks and/or who are on restricted duty status.  This 
report will include the employees current duty status, regular and 
temporary restricted duty assignments, types of leave applied, 
relevant dates (indicating the beginning of restricted duty status, 
personnel action dates, medical examination dates, date of 
expected return to full duty) and any other required information 
required to administer and coordinate the application of this general 
order.   
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VIII. ACCREDITATION  STANDARDS REFERENCE 
 
VLEPSC 
PER. 
03.03 
03.06 
 

This General Order becomes effective July 1, 2008 and rescinds all previous 
General Orders pertaining to the subject. 
 
ISSUED BY:      APPROVED BY: 
 
 
_______________               
Chief of Police        County Executive 
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Appendix 8 

 

Command Staff Memorandum 02-148 

 

Family Support Policy—Extended Leave 
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Appendix 9 

 

County Personnel Regulation—Memorandum 45  
 

Flextime/ Compressed Work Schedules 
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Appendix 10 

 

County Personnel Regulation—Memorandum 20 
 

Job Shared Positions
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Appendix 11 

 

Sample Memorandum Requesting Family Leave 
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Fairfax County Police Department
4100 Chain Bridge Road
Fairfax, Virginia  22030

 
 

 
 
 
 
DATE:  May 31, 2007 
 
TO:  David L. Rohrer, Chief 
  Fairfax County Police Department 
 
THRU: Captain James Smith, Commander 
  Pohick District Station 
 
FROM: PFC Amy Jones 
  Pohick District Station 
  
 
SUBJECT: Request for Family Leave 
 
 
 
 
I am requesting Family Leave to begin July 4, 2007 to extend through September 25, 
2007. 
 

M E M O R A N D U M 

 

C o u n t y  o f  F a i r f a x ,  V i r g i n i a  
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Appendix 12 

 

Medical Status Report Form
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 Claim Number 

 
_________________________ FAIRFAX COUNTY GOVERNMENT 

MEDICAL STATUS REPORT 

 
 

 
Give to physician prior to treatment.  Return completed form to your supervisor within 48 hours of treatment. 

 
TO BE COMPLETED BY EMPLOYEE (Please Print.) 

 
NAME: 

 
 

 
OCCUPATION: 

 
 

 
DATE OF INCIDENT: 

 
 

 
TODAY’S DATE:

 
 

 
AGENCY: 

 
 

 
PHYSICIAN/FACILITY NAME: 

 
 

 
COMPLAINT: 

 
 

 
HAVE YOU MISSED DAYS FROM WORK DUE TO THIS INCIDENT?    YES  NO 

 
HOW MANY? 

 
 

 
TO BE COMPLETED BY PHYSICIAN   (Please print name at the bottom of page under signature) 

 
DIAGNOSIS: 

 
 

 
TREATMENT (include medications, physical therapy, surgery): 

 
 

 
 
 
REFERRED TO: 

 
 

 
MEDICAL RECOMMENDATIONS / RETURN TO WORK STATUS - All Fairfax County agencies offer temporary modified duty for recovering 
employees.  Our goal is to ensure a timely return to productive employment status as soon as medically appropriate.   By working with the employee’s 
individualized medical treatment plan, most injured workers are able to return to their pre-injury status by gradually phasing back into their regular duty 
job tasks. 
 
PLEASE COMPLETE ALL APPROPRIATE SPACES 
  

 
 
Employee may return to full duty work immediately. 

  
 

 
Employee expected to return to full duty.  May return to full duty work on 

 
 

Date  
 

 
Employee may return to temporary work on 

 
 

 
with restrictions listed below 

Date 
 

 
Lifting restrictions. (Indicate maximum lbs. which can be handled/for how long? 

 
 

 
Other restrictions (sitting, standing, bending, etc: 

 
 

 
 

 
 

 
 

 
Medication prevents employee from operating machinery/vehicle. 

 
 

 
Sedentary/office work only.   

 
 
Employee now totally disabled for work.  How long do you anticipate recovery taking? 

 
 

COMMENTS:   
 
 
NEXT APPOINTMENT: 

 
 

   
PHYSICIAN’S SIGNATURE:

 
 

 
TODAY’S DATE: 

 
 

 
PHYSICIAN’S PRINTED NAME: 
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Appendix 13 

 

FCPD SOP 04-010 
 

Physical Fitness Training Program 
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