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RULE 6

Leave of Absence. Resignation. Sick Leave and Vacations

Section 1. Leave of Absence.

The Human Resources Director shall establish a Family and Medical Leave Act (',FMLA,,) leave of
absence policy and a Non-FMLA leave of absence policy that is consistent and in conformity with all
applicable federal and state employment laws. The policy shall set forth the procedures for iequesting
FMLA and non-FMLA leave, requirements for approval, benefits during leave, and other matters related
thereto. (Added 9l 17 l13)

Section 2. Sick Leave

a. Accrual

All regular and probationary employees who are regularly scheduled to work a minimum of forty
(40) hours per week are entitled to an annual sick leave, with full pay in the amount of 120.0
hours per year or 4.62 hours per pay period. (Amended 7109185,8111187,6128188, l/30/90,
2107 t06,8125t09)

Part-time employees who are regularly scheduled to work a minimum of twenty (20) hours per
week shall accrue sick leave at a pro-rated amount of full+ime entitlement based on the number
of hours that they are scheduled to work. Employees covered by collective bargaining
agreements shall accrue sick leave as provided in the applicable agreement. (Amended 2107106,
8t2st0e)

Each such employee may accrue unlimited sick leave days. (AddedBl25l09)

b. Sick Leave Verification

No sick leave of three (3) or more consecutive work days will be granted to any person without a
certificate verifying that the leave is necessary for medical reasons. Additionally, no sick leave
the last scheduled work day before, the scheduled work day of, or the first scheduled work day
after a City designated holiday will be granted to any person without a certificate. Such
certificate must be from a health care provider, and verify that the leave is necessary for medical
reasons. (Amended 7109185,2114189,9117196,#2107106" \

c. Emergency Leave

Emergency Leave may be granted under the sick leave clause for the following reasons:

(l) A quarantine established by the Health Authority. (Amended 8125109)

(2) Death of mother, father, child, grandparent. grandchild, brother or sister, or spouse or
designated household member, or their child, or parent. A maximum of five (5) days of sick
leave may be granted for this purpose per event. Employees shall provide written documentation
of the funeral or death. (Amended 8125109. )

(3) Death of other relatives or other person with whom the employee has a significant familial
relationship. Leave with pay in such cases may be for not more than one (l) day to permit
attendance at the funeral.
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(4) Illness of the employee's immediate family. "Immediate family" is defined as the spouse,

designated household member, children, siblings" the grandparents, or parents of the employee or
of the employee's spouse or designated household member. No more than two days per pay
period may be authorized to permit necessary arrangements for care unless the employee takes

leave under the Family and Medical Leave Act. for employees not covered by the Collective
Bargaining Agreement, for employees covered by the Collective Bargaining Agreement.
(Amended 3131187,8111187,6128188,2114189,815193,214194,217106,8125109, \

d. Application for Sick Leave or Emergency Leave

Application for Sick Leave or Emergency Leave will be made to the employee's Department
Head. When an application for such leave is denied by the Department Head, the applicant may
appeal to the City Manager who will investigate and uphold or reverse the denial, consistent with
provisions of this Rule. (Amended2l07106 and 8l2ll07)

e. Use of Sick Leave for Personal Business

1. Eligibility

A regular employee in the City Service is entitled to use part of his sick leave for personal

business as follows: (Amended 8121107, 8125109)

40 hour per week employees - 32.0 hours per year
Regular part-time employees - 16.0 hours per year

Such personal business leave may be taken either on an hourly, half day, or full day basis. All
personal business leave must be taken by the end of the last pay period beginning within the

fiscal year and may not be accrued into subsequent fiscal years. (Amended 1130190, 8109194,

9 122t98, 2107 106, 8125 109)

2. Sick Leave Conversion Incentive

The Human Resources Director is authorized to create a policy that allows regular employees in
Civil Service to participate in a Sick Leave Conversion incentive program. (Added 316112)

f. When Paid Leave is Exhausted

The Human Resources Director is authorized to establish a Shared Leave Policy to be used when

paid leave is exhausted. (Added 316112)

Section 3. Vacation Leave

a. Eligibility

All regular employees who are regularly scheduled to work on an average, a minimum of twenty
(20) hours per week, who have completed original probation, shall be eligible for vacation

allowance as hereinafter set forth. Part-time employees shall accrue vacation leave at a pro-rated

amount of full-time entitlement based on the number of hours that they are scheduled to work.

Employees covered by collective bargaining agreements shall accrue vacation as provided in the

applicable agreement. (Amended 8llll87, 1130190,2107106,08121107,8125109)

b. Accrual

All regular employees in the City Service as defined in (a.) above, shall accrue vacation credit at

the following rates per pay period for each pay period completed by the officer or employee in
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the City Service, calculated from the date of employment of each employee: (Amended 7109185,

8l I I I 87, 1 130190, 2107 I 06, 8l2t 107)

For 0 - 5 years ofservice (96 hours):
40 hour per week employees - 3.70 hours per biweekly pay period
(Amended 8l | | 187, 9 120 188, 21 07 I 06, 3 I 61 12)

For >5 to l5 years ofservice (136 hours):
40 hour per week employees - 5.24 hours per biweekly pay period
(Amended 9 120 188 and 21 07 106, 3 I 6l 12)

For >15 or more years of service (160 hours):
40 hour per week employees - 6.16 hours per biweekly pay period
(Amended 316112)

The maximum accrual for vacation leave is 400 hours. (Amended 8llll87,2ll4l89, 1130190,

2t07106,316112)

c. Such leave may be taken only in hourly increments. (Amended7l09l85, l0/08/85, 8llll87,
2107106, ty2lt0)
Section 4. Vacation Schedules.

a. Scheduling of Vacations

Vacation schedules will be arranged by Department Heads with particular regard to seniority of
employees and the needs of the Service, and insofar as reasonable, with regard to the wishes of
the employee. The Human Resources Director will be notified of all vacations granted and will
have the right to deny such vacation when the employee is not entitled thereto. (Amended

812U07)

b. Forfeiture of Leave Balance Overage

Any vacation leave credit in excess of the maximum accrual authorized in Section 3 of this Rule

shall be permanently withdrawn from the employee's vacation balance in the pay period in which
the employee's anniversary date of employment falls. An employee who has applied for, but was

not granted, vacation leave during the pay period in which the employee's anniversary date fell,
shall not forfeit any vacation leave overage provided that the employee is granted leave within
60 days of the employee's anniversary date, subject always to the operational needs of the

department. (Amended 2107 106)

Section 5. Special Leave Based on Operational Necessity

The City Manager may declare special leave time for operational efficiency to close some

facilities and or operations for a period of time during the period between the beginning of the

last week in December and the end of the first week of January each year, which would require

affected employees to use their accrued vacation or personal leave balances. Should an affected

employee have no available leave balances, he will be placed on leave without pay. Any
affected employee who does not wish to take such leave may request a temporary assignment to

another position subject to availability during such time. Such special leave shall not exceed 5

days each year. (Added611110) (Amended )
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Section 6. Resisnations.

a. Effect of Resignation

Whenever an employee of the Civil Service resigns, he severs his connection with the City and

loses such seniority, including seniority rights following reinstatement from resignation, as he

had at the time of his resignation. (Amended 8121107,8125109) '

b. Form of Resignation

The notice of resignation must be tendered by the employee in writing through the Department

Head to the Human Resources Director not less than ten (10) working days prior to its effective

date, excluding holidays. It is the intent of this provision to require at least two calendar weeks

notice of separation. Employees on approved medical leave shall be excluded from this

provision. (Amended 8l2l 101, 8125 109)

c. Filing of Notice of Resignation

The Department Head shall file the notice of resignation with the Human Resources Department.

(Amended 8l2l 107, 8125109)

d. Withdrawal ofNotice of Resignation

The resigning employee will be permitted to withdraw the notice of resignation within ten (10)

working days after its filing with the Human Resources Department or up to the iast actual day

of work, whichever is sooner. (Amended 17119191,2107106,8125109)

Section 7. False or Fraudulent Application for Leave

Any employee who falsely or fraudulently requests leave to which he is not entitled or provides

false or fraudulent documents suggesting eligibility for any leave provided for in this Rule is

subject to appropriate disciplinary action including termination. (Amended 8l2ll07)

Section 8. Unclassified Employees

Un]ess otherwise provided by Council or the provisions in the contract or letter of agreement of
an employee hired by contract or letter of agteement, all employees in the unclassified service

shall be governed by the provisions of this Rule. (Added 316112)(Amended 9ll7ll3)
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