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	Policy:
	

	
	Jury Duty
If you are called for jury duty you are allotted one day of absence will be permitted without pay deduction (this is applicable to both exempt and nonexempt employees). If jury duty exceeds one working day, the employee will be allowed to take PTO for covering missed time. When an employee is notified of jury duty expectations, they will submit a copy of the original summons to their manager as soon as possible. 
Parental Leave
ACH would like to support new mothers and fathers while they welcome their newborn. 
Please see FMLA for more information on unpaid parental leave. 
ACH will offer one month of paid parental leave. The employee should submit their intent to take leave in writing at least 3 months prior, if possible. If you are about to be a new mother or father (through childbirth or adoption), talk to your manager about arranging your leave. If applicable, health benefits will continue through the leave time. Employees will be responsible during this time to pay their portion of the benefits. The employee’s failure to pay their portion of the premium may result in termination of benefits. This policy applies to all employees who have been with ACH for greater than 12 months. ACH will pay full eight weeks of regular pay at regularly scheduled working hours. The employees paid time off will run concurrently after the one-month parental leave is paid. If the employee does not return to work on their scheduled day, they will be considered to have abandoned their position and voluntarily terminated their employment. 
Military Leave
The company will follow the Uniform Services Employment and Re-employment Rights Act (USSERRA) guidelines regarding military leave. Any employee on a military leave of absence will be restored to their previously held position or similar position, if available without any loss of rights, benefits or privileges. In some cases, an employee’s commanding officer may be requested to establish date of duty. 
Temporary Disability Leave
The company will recognize if an individual needs temporary disability leave for a period. Any employee requesting temporary disability leave must request this in writing. If possible, ACH will attempt to accommodate any return-to-work modifications necessary within reason. Upon return to work, the employee will be reinstated in a position or one similar. This leave will be unpaid, but the paid time off may be used in the event this is necessary. 
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