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PAID TIME OFF LEAVE SYSTEM (New System)

All regular and probationary full-time and part-time employees hired on or after

10/1/2000 are automatically covered by the Paid Time Off Leave System (PTO). In

addition. any regular or probationary full-time and part-time employee hired prior to

10/1/2000 who made a one-time irrevocable clection to select the Paid Time Off Leave

System (PTO) is also covered by the Paid Time Off Leave System (PTQ) rather than

the Designated Leave System (Old Leave System).

“Paid Time Off” is a single leave bank system that combines earned vacation time (annual

leave). carned sick time and optional holidays. This system does not include City-

designated holidays; nor does it include any event-based leave which may be additionally

authorized based on the occurrence of specific events.

Transition Plan for Employees Hired Prior to October 1. 2000:

A. Employees hired prior to October 1, 2000 (except employees of Gainesville Police

Department Communications center who are hired by Alachua County Sheriff’s

Department at the time the combined communications center is activated on or

about October 1. 2000) will have the option of continuing under the terms of the

Policy 9 (hereinafter the “old plan™) or moving to this Policy.

B. An emplovee hired prior to October 1, 2000 ( with exception of 3(A)). may elect at

any time to move to this PTO plan at the beginning of any pay period.

C. If an employee elects to move to this “PTO plan”, the following conditions will

apply:




L. No transfer back to the “old plan” will be permitted.

2, No loss of accrued leave will occur, meaning that all unused accrued sick

leave will be transferred to the employee’s Personal Critical Leave Bank

(PCLB) account and all unused accrued vacation ( annual leave) and unused

optional holidays will be transferred to the em‘nloyee’s Paid Time Off

PTQ) account,

3 At the employee’s first anniversary date (leave progression date) after

election. he/she will be eligible to select any options available under the

“new plan” provided the PCLB requirements are met.

4, The PCLB requirements of the “new plan” will prevail beginning the date

of election.

Annuzil Accrual Rates:

Years of Service

Rate of Accrual Per Pay Period

0to 5 years

6 Hrs. 10 Mins.

(1 mo. thru 59 mos.)

5 to 10 years

7 Hrs. 42 Mins.

(60 mos. thru 119 mos.)

10 to 15 years

8 Hrs. 37 Mins.

(120 mos. thru 179 mos.)

15 to 20 years

9 Hrs. 14 Mins.

(180 mos. thru 239 mos.)

20 to 25 years

10 Hrs. 28 Mins.

(240 mos, thru 299 mos.)

25 years or more

10 Hrs. 47 Mins.

(300 mos. or more)

Scheduled Paid Time Off (PTO) may be used for any purpose an eligible employee deems

necessary., PTO shall be taken in increments of not less than one (1) hour, except as

otherwise provided in the Family and Medical Leave Act (FMLA). Accrued time can be

used as soon as it is accrued, but in no event can it be taken prior to actual accrual.

A. Each Department _shall establish and may amend reasonable written guidelines

defining scheduled and unscheduled leave, based on iob function and according to

operational needs. In general, the City policy for use of PTO will be in quantities




of not less than one hour, except as otherwise provided in the Family and Medical

Leave Act (FMLA). PTO must begin or end at the start or close of the shift or

work schedule unless an emergency arises. Department approval of scheduled

leave will not be unreasonably withheld provided operational needs can be met. as

determined by the City.

B. Each Department may establish written guidelines for the minimum increment of

leave and the time of leave use during the shift which are more flexible than those

stated in Section 6(A) if operational needs so permit. The Department may amend

these written guidelines at any time if operational needs so require, as long as they

do not exceed the requirements in Section 6(A).

7. The first sixteen hours of any absence will be deducted from the employee’s PTO leave

account except as otherwise provided in Policy #14 (Workers’ Compensation). or Policy

#13 (Leave of Absence With or Without Pay). Absences that do not meet the advance

notice requirements of the department will be considered unscheduled leave. [f an

emplovee does not have sufficient accrued unused PTO to cover the period of absence, the

employee will be put on leave without pay for the first sixteen (16) hours or that portion

thereof.

8. A. Whenever unscheduled leave is taken, employees will be required to notify

their supervisor in accordance with departmental written guidelines. Generally, an

employee will be allowed to take up to five (5) occurrences of unscheduled leave in

a one-year period. After five (5) occurrences. the department head may require

certification of absence for unexpected illness from a doctor or certified health

professional.
B. In the interest of keeping a healthy workforce, the employee’s supervisor

has the right to send an employee, who appears to be ill or who may be a health risk

to co-workers, to Employee Health Services (EHS). If EHS determines that the

employee should be sent home due to the illness. the time will be considered

scheduled PTO leave for the first sixteen (16) hours. For after-hours and weekend

shifts. the supervisor shall have the right to send the employee home due to illness

as scheduled leave

9, For purposes of overtime. scheduled PTO leave will be counted as hours worked and

PCLB or unscheduled PTO leave will not be counted as hours worked.

10. Maximum Accrual (Carryover Cap):




Carryover of accrued PTO is permitted as follows:

Years of Service Carrvover Permitted

0 to 5 vears 160 Hours

(1 mo. thru 59 mos.)

5 to 10 years 200 Hours |

(60 mos. thru 119 mos.)

10 to 15 years 224 Hours

(120 mos. thru 179 mos.)

15 to 20 years 240 Hours

(180 mos. thru 239 mos.)

20 to 25 vears 272 Hours

(240 mos. thru 299 mos.)

25 vears or more 280 Hours

(300 mos. or more)

The maximum accrual shall be calculated as of the emplovee’s anniversary date(leave

14,

progression date). All hours over the PTO accrual cap must be either used or allocated to

each year, except that, if an employee has less then 240 hours in a PCLB on his/her

anniversary date, (leave progression date) he/she must first deposit the appropriate amount

of time in the PCLB to meet the minimum requirement.

12,

Upon separation from the City, an employee shall be paid for accrued unused PTO leave

credits up to the maximum carryover cap as listed above. Unused PTO leave credits paid

at termination shall not be included in the calculation of final average earnings for pension

pUrposes.

Personal Critical Leave Bank (PCLB): It is recommended that the employee establish a

13.

PCLB, on his/her leave progression date, by depositing some number of hours of his/her

PTO into the PCLB. The PCLB is used for the seventeenth (17) consecutive hour and

beyond of absence due to any injury/illness of the employee or the employee’s immediate

family (defined as spouse. dependent child[ren]. mother, father, or certified domestic

partner) requiring the employee to be absent and may require documentation by a certified

physician, _hospital or Employee Health Services as determined by his/her

Manager/designee.

Emplovees may use a maximum of 464 hours of PCLB for family-related illness in the




year between their leave progression dates. If an employee does not have sufficient PCLB

to cover the absences, the employee’s time will be charged to PTO prior to entering a “no

pay” status.

14, Employees in the General Pension Plan may use the balance of their PCLB for pension
credit at retirement. No cash payment for unused PCLB hours will be allowed at
retirement, resignation or termination.

15. There is unlimited accumulation of time in the PCLB.

16. An employee may transfer any number of PTO leave hours to a PCLB account on his/her
anniversary date (leave progression date) each year.

17, A. In addition. provided the employee has accumulated 240 hours in a PCLB at their

leave progression date, the employee will be permitted to convert up to forty (40)

* hours of PTO to cash on his/her anniversary date (leave progression date) to be paid
via payroll check. Hours converted to cash will not be included in the pension base
nor used for final average earnings calculations.

B. After initially using the conversion to cash option or any portion thereof. the
cmployee may request to convert up to forty (40) additional hours of PTO to cash
on a subsequent leave progression date, provided he/she has at least 240 hours in
the PCLB at their leave progression date. In addition, the employee must
demonstrate that during the past twelve-month period he/she has put at least 1% of
his/her base pay into a City-sponsored deferred compensation account.

C. In order to use the conversion to cash option, the employee must submit a written
request to the timekeeper on the form provided at least fourteen (14) calendar days
in advance of his/her leave progression date. Failure to do so will result in the
revocation of the conversion to cash option for that leave progression year.

18. Should an employee have more than the allowable carryover cap on his/her anniversary

te (leave progression date) and fail to choose one of the above options, the number of
hours over the allowable carryover cap will automatically default into the employee’s

PCLB. The only option available to an employee who has more than the allowable

carryover cap on his/her anniversary date (leave progression date) but less than 240 hours

in_their PCLB is to deposit excess hours first into the PCLB to meet the 240-hour

19. Donations to other employees: An employee may donate time from accrued PTO leave

credits to another employee for whom a_leave donation fund has been established in accordance with City




progression date) bul rathcr whenever an ehglble leave account is established. No minimum PCLB
alance | uir nations of leave donation fund.
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DESIGNATED LEAVE SYSTEM (Old System)
A4 R A L
Effective the first full pay period next following October 1, 2000, regular and probationary full-time employees

hired prior to 10/01/00 who are covered by this policy and have not elected the Paid Time Off (PTO) option shall
accrue vacation (annual leave) based on their progression date and shall be limited to the schedule in section 4.

1. al Leave:

The basic annual leave policy of the City is to grant leave time for each year of continuous
employment.

The recognized length of service, employees with five (5) years or more of continuous service, shall
be granted additional annual leave time (see paragraph 4).

2. Eligibility:

All permanent-_regular full-time employees are eligible to earn vacation (annual leave). Permanent
Regular part-time employees earn annual leave proportionate to their work schedule.

3. Vacation (An ve);
Vacation (Annual leave) may be used for the following reasons:
A. Vacation
B. For absence due to serious illness of a member of an employee's family.
C. For absence due to death of a person other than a member of employee's immediate family

(father, mother, foster parent, brother, sister, spouse,_ certified domestic partner, son,
daughter, natural or adopted children of certified domestic partner, father of certified

domestic partner, current mother-in-law, mother of certified domestic partner, current father-




in-law, father of certified domestic partner, grandfather and grandmother. current step-
mother and current step father, current certified domestic partner of employee’s natural

LICI 1 BE
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mother or father. Step-children and foster children of the employee, spouse. or certified
domestic partner living in the same domicile).

D. Religious holidays other than those designated as City holidays.

E. Absences to transact personal business which cannot be conducted on an employee's own
time.
F. For absence due to sickness or disability when other appropriate leave is not available.

(Employee may request the Department Head to allow him/her to remain on full pay for the
period which can be covered by the vacation leave balance when pro-rated with the amount
being paid by workers' compensation.)

crual :

Employees shall accrue vacation annual leave) based on their empleyment lcave progression date
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Years Of Rate of Accural

Continuous Service Per Pay Period

1 to S vears 3 Hrs. 42 Mins.

(1 mo. thru 59 mos.)

5to 10 vears 4 Hrs. 19 Mins.

(60 mos. thru 119 mos.)

10 to 15 vears 5 Hrs. 14 Mins.

(120 mos. thru 179 mos.)

15 to 20 years 5 Hrs. 51 Mins.

(180 mos. thru 239 mos.)

20 vears to 25 vears 7 Hrs. 5 Mins.

(240 mos. thru 299 mos.)

25 years or more 7 His. 24 Mins.

(300 mos. or more)
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Vacation (Annual) leave shall continue to accrue during periods of absence in which the employee is
in pay status.
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Time on leave of absence without pay shall not be included in length of service toward annual leave
except for time on an approved military leave of absence without pay.

Governed Use of Annual Leave:
A. Paid vacation leave (annual leave) may not be taken during the initial probationary period of

employment or re-employment. In_general. the City policy for use of vacation (annual
leave) will be in quantities of not less than one hour, except as otherwise provided in the




Family and Medical Leave Act (FMLA). Vacation (annual leave) must begin or end at the
start or close of the shift or work schedule unless an emergency arises. Department approval
of scheduled leave will not be unreasonably withheld provided operational needs can be met,
as determined by the City.

B. Each Department may establish written guidelines, based on job function, for the minimum
increment of leave and the time of leave use during the shift which are more flexible than
those stated in Section 5(A) if operational needs so permit. The Department may amend
these written guidelines at any time if operational needs so réquire, as long as they do not
exceed the requirements in Section S(A).

6. Maximum Accumulations:
The maximum number of vacation (annual leave) hours allowed to be accrued is as follows:

Scheduled Hours One-Five Five-Ten Ten-Twenty Twenty or

Per Week Years Years _Years More Years
40 ' 160 192 240 240
52 192 248 304 360

Employees will not be entitled to accrue additional vacation time once they have reached the maximum
allowed them based on their scheduled hours per week—Exceptas-may-otherwise-be-autherized-for Fire
Reseue-personnel; aAll employees not eligible for overtime (job basis) will earn annual leave on the
basis of a forty (40) hour week. Employees with vacation balances above the maximum allowed as of
the anniversary of their adjusted service date (leave progression date) (or date of regular employment
with the City, whichever is greater) shall have their balances reduced to the maximum allowed during
the pay period in which the anniversary of their adjusted service date (leave progression date) (or date
of regular employment with the City. whichever is greater) occurs. Any sick leave incentive time
awarded will be added to the vacation (annual leave) balance after the maximum hours have been

adjusted.

However, Charter Officers shall be allowed to waive this policy for short periods of time in necessary
and unusual circumstances.

Employees whose anniversary date falls on or between the period of July 1, 1999 and September 30,
1999, and who elect to enter the (DROP) on October 1, 1999 (make application by September 1, 1999)
will be paid for accrued vacation forfeited on their most recent anniversary date (July-September 1999).
Payment for the amount forfeited will be at the employee’s regular straight time rate of pay in effect at
the time of forfeiture. This payment would be included with, and considered the equivalent of,
compensation for annual leave upon entry into the DROP, as described in Section 11.
E ICIES A ICY
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7. i Duri 1 Lea

Should a holiday occur during an employee's vacation, that day shall be charged as a holiday.




8. Payment for Annual Leave:

Employees shall not be paid for vacation leave earned in lieu of taking a vacation. The only time
employees may be paid for earned vacation leave is upon termination, or upon entry into a DROP.

9. Advance Annual Leave Credit Not Permitted;
Vacation leave shall not be granted in advance of being earned. If an employee has insufficient

vacataion (annual leave) credit to cover a-period-of-absenee vacation (annual leave)-a-deduetionfor-the

the employee shall be in a no

pays fatus.
10. Transfers:

Employees who are transferred from one department to another shall have their vacation (annual leave)
credits transferred with them.

11. Termin 'n:_

Upon termination of employment, or entry into a DROP,_the employee shall be entitled to
compensation for any earned but unused annual leave to his/her credit at the time of termination at the
employee's normal base rate of pay at the time (except for DROP participant forfeitures occurring
between July 1, 1999 and September 30, 1999. See 6.2) of termination or entry into a DROP. This
does not apply to employees having less than six (6) months of service. All employees who elect to
participate in the DROP will have the one time option, with the election to enter the DROP, of retaining
all or a portion of their vacation balance to be used during participation in the DROP, or receiving, at
that time, compensation for some or all of the balance. i i

i~ +vice—The official termination date shall be the last day of active employment

and shall not be extended due to payment for unused vacation (annual leave) time.

12. Should a holiday occur during an employee's vacation (annual leave). that day shall be charged as a

holiday.
13, If an employee is called back to work during his/her vacation (annual leave) period, the employee shall

be allowed to reschedule with special consideration any vacation ( annual leave) time lost as a result of
the call back.

14. In the event of the death of an employee, all compensation due to the employee as of the effective date
of death shall be paid to the beneficiary, surviving spouse, or to the estate of the employee as
determined by law or by executed forms in his/her personnel folder.
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EMPLOYEE OPTION DAYS




15. The City agrees to provide sixteen (16) non-cumulative employee option hours during the 2000-2001
fiscal vear to all employees covered by this Agreement who were hired prior to 10/1/00, have not
clected the Paid Time Off (PTO) option and have either achieved permanent regular status or who have
completed their initial probationary period in a permanent regular position. These hours must be taken
during the fiscal year in which the employee became eligible, after he/she attains eligibility, provided
the davs hours selected by the employee have prior Department Head or equivalent approval. Forty-
cight (48) hours approval in advance may be required depending upon the operational needs and
scheduling of the Department. The employee shall not be allowed to work during said hours.
Employee option hours pay shall not count for_the purpose of overtime or in the computation of
overtime. After the award of sixteen optional holidaty hours to eligible employees on October 1, 2000,
employees will no longer receive separate optional holidays. Beginning the first full pay period next
following October 1, 2000, employees will accrue vacation (annual leave) at the increased rates
reflected in section 4 which include sixteen (16) extra annual hours of vacation (annual leave). All

conditions applying to other accrued vacation (annual leave) hours will apply to accrued after October
1,2000.
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SICK LEAVE

1. Sick Leave:

Reoular and probationary full-time Eemployees hired prior to 10/01/00 and who
have not elected Paid Time Off (PTO) option shall accurceas sick leave based on
their leave progression date at the rate of one hour and 51 minutes per pay period
until their second anniversary. After two (2) years of service, employees will
earn sick leave at the rate of two hours and 46 minutes per pay period and after
four (4) years of service at the rate of three hours and 42 minutes per pay period.

2. Eligibility:

All regular full-time employees are eligible to earn sick leave. Regular part-time
employees earn sick leave proportionate to their work schedule. Sick leave is earned
without limitations.




e ick Leave:

Sick leave will be granted upon approval of the Department Head, or his/her
designee, for the following reasons:

A. For absence due to personal illness, injury or temporary disability.
(Doctor’s statement is required for temporary disability indicating
approximate length of absence due to disability).

B. For personal medical and dental appointments.

C. For absence due to a compensable injury arising out of the course of City
employment (employee may request the Department Head, or his/her
designee, to allow him/her to remain on full pay for the period which can
be covered by sick leave balance when prorated with the amount being
paid by Workers’ Compensation).

D.  Anemployee may use up 1o welve-(12)-days a maximum of 480 hours of
the employee’s accrued sick leave : g '
employeels-currently-aeerued sickJeave; whicheveris—greaterfor illness
of a member of an employee’s immediate family (defined as spouse,
certified domestic partner, dependent child[ren], mother or father) living
in the same domicile, in the year between their leave progression dates.
For the purposes of this policy, dependent children are defined as the
employee’s unmarried, natural, adopted, or step-child(ren), or a child for
whom the employee has been appointed legal guardian, or the natural or
adopted child(ren) of the employees’ current certified domestic partner, who
meet the criteria for dependency as defined in the City’s insurance policy are
underthe-age-ofnineteen and are dependent upon the employee for over half
of his/her support. Management may require confirmation of the illness
from the employee by furnishing a doctor’s certificate, or any other means
deemed appropriate.

E. All employees are required to notify the designated supervisor on duty as
early as possible; in the case of non-shift employees, no later than the
starting of his/her scheduled workday, and in the case of shift employees,
no later than sixty (60) minutes prior to the starting of his/her scheduled
workday, when he/she is unable to report for work because of illness or
injury, giving the reason for absence. Employees failing to comply with
this provision shall not be allowed to charge their absence to sick leave
unless waived by the Department Head. All shift employees will notify
the designated supervisor at least nine (9) hours in advance of their intent
to return to work following absence due to illness or injury of more than
two (2) days. Sick leave will not be granted for any sickness, injury or
disability arising from a felonious act on the part of the employee. Sick
leave will be charged only against the employee’s regular workday and
shall not be charged for absences on overtime or stand-by time.

F. An employee absent for three (3) or more consecutive workdays shall be
required to report to Employee Health Services prior to returning to work



to verify that the employee is fit to work. An employee shall remain in
sick leave status until he/she is released by Employee Health Services and
reports to his/her work site. This provision may be waived temporarily by
Management for employees returning to work anytime that Employee
Health Services is not open, except in cases of injury in which this
provision shall apply. Such absence shall require a doctor’s written
statement of diagnosis verifying the employee’s illness or injury, which
will be turned in to Employee Health Services, or a similar statement from
the City’s Occupational Health Nurse which will be turned in to the
appropriate supervisor, or sick leave will not be allowed.

A doctor’s written statement of diagnosis verifying illness or injury of less
than three (3) consecutive day(s) shall be required by the City in cases of
frequent use of sick leave or when the pattern of sick leave usage indicates
potential abuse of sick leave privileges. If this doctor’s statement is to be
required on a continual basis, the employee shall be so notified, in writing,
prior to the imposition of such requirement. The duration of each such
requirement shall not exceed one (1) year. A copy of such notice shall be
placed in the employee’s master personnel file.

The employee may be required by the appropriate Department Head, or
his/her designee, to obtain a written statement of diagnosis verifying
illness or injury from the City’s doctor prior to returning to work.
Expenses of obtaining a statement from the City’s doctor shall be borne by
the City. Expenses of a doctor other than the City’s doctor, if any,
resulting from verification of illness or injury, shall be the responsibility
of the employee.

When a diagnosis and verification of illness or injury is required, the
following shall apply: The doctor’s written statement, will be turned in to
Employee Health Services before the employee returns to work, which
statement shall detail the employee’s illness, the treatment made and any
restrictions on the employee’s ability to perform all the duties normally
assigned to the employee’s classification. Failure to provide such a
statement shall preclude the use of sick leave and the employee returning
to work. Excessive absenteeism due to illness and injury may result in
discipline being imposed.

If the appropriate supervisor determines from personal observation that an
employee reporting to duty may be too sick to work, he/she may be
required to report to the City’s doctor or nurse to determine whether the
employee is fit to work.

In all cases where an employee is required to report to the City’s doctor to
obtain a written statement of diagnosis verifying illness or injury, the
failure by the doctor to substantiate the employee’s claim of illness or
injury will preclude use of sick leave. In all cases where the employee is
required to report to Employee Health Services, failure to do so will
preclude the use of sick leave.




L. Sick leave shall continue to accrue during periods of absence on which the
employee is in pay status.

li During Sick I eave:

Should a holiday occur during an employee's sickness, the sick day shall be charged
as a holiday provided the employee is in a pay status the day before and after the
holiday. '

va ick L redi itted:

Sick leave may not be charged in increments of less than #we—2)-one (1) hours
without prior approval by the Department Head, or his/her designee_unlessthe
absence is due to an EMLA qualifying event. Sick leave shall not be granted in
advance of being earned. Vacation (annual leave) may be used in lieu of sick
leave, however, the employee shall be considered sick and not on vacation and
the time used shall be treated as sick leave for all purposes. When an employee
has insufficient sick leave credit to cover a period of absence, vacation leave will
be used and, if none is available, the employee shall be in a no pay status.

This section pertains to unscheduled absences and is not intended to prevent
advance scheduling of vacation as outlined in Policy 9.

Transfers:

Employees who are transferred from one department to another shall have their sick
leave credits transferred with them.

Terminati

Unused sick leave is forfeited upon termination from the City's service, except as
provided in Section+H9.

Sick Leave Incentive Awards:

The incentive award will be credited to an employee’s accrued vacation (annual
leave) and may be used as set forth in Astiete—t Vacation (annual leave) Article.
The incentive award is computed on the following basis for each year of
eligibility:

Sick Leave, or Vacation in Work Hours

Lieu of Sick Leave, Used Awarded

2 hrs or less 32

More than 2 thru 10 24

More than 10 thru 20 16

More than 20 None
Credited Service

Except as otherwise provided in collective bargaining agreement or
ordinance, upon termination of employment each day of accumulated



unused sick Ieave shall be converted to one (1) full day of credited service,
which shall be used in calculating credited service under the City’s
defined benefit pension plans and for determining eligibility for City
contributions toward retiree health insurance premium payments, and the
amount of such contributions.
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HOLIDAYS
1. ida: the City:

The City observes the following paid holidays but reserves the right to schedule
work on these days if City business demands:

New Year's Day Observance Date
Martin Luther King, Jr.'s January-scheduled
Birthday observance date
Memorial Day Last Monday in May
Independence Day Observance Date
Labor Day First Monday in Sept.
Veterans' Day November-scheduled

observance date

Thanksgiving Day Fourth Thurs. in Nov.
Day after Thanksgiving Fourth Friday in Nov.
Christmas Day December Observance Date

One Additional Holiday (See paragraph 2)
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During budget preparations, the City Administration will determine the one (1)
additional holiday for the next fiscal year.

Holiday Policy:

All regular full-time employees are entitled to the above paid holidays. Regular part-
time employees earn holiday leave proportionate to their work schedule.

Holiday Eligibility Requi .

To be eligible for a paid holiday, an employee must be in pay status for a full day on
his/her assigned workdays immediately before and after the day on which the
holiday is observed.

t Wor ich Fa loyee's Regul

Should a holiday fall on an employee's day off and the employee does not work
thereon, the employee shall receive a straight time hourly rate for the holiday for
his/her normal workday.

Work P i ling on l 's W :

Work on a holiday falling on an employee's regular scheduled workday shall be paid
for the hours worked plus pay at the straight time hourly rate of pay for the holiday.

Work n iday Falling on Em 3
Should an employee be required to work on a holiday falling on his/her day off, the
employee shall be paid for the hours worked plus the number of hours of the normal

workday at the straight time hourly rate of pay for the holiday.

Authorization for Holiday Work:

No work shall be scheduled on a holiday unless approved in advance by the
Department Head.
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Should a holiday occur during an employee's sickness, the sick day shall be charged
as a holiday.
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WORKERS' COMPENSATION
1. Payment of workers' compensation benefits to all employees who are disabled because of

an injury arising out of, and in the course of performing their duties with the City will be
governed by full workers' compensation benefits as provided in accordance with the
Workers' Compensation Law, Chapter 440, Florida Statutes.

2, Whenever an employee is absent due to a compensable injury, he/she shall receive his/her
regular pay for the first 30 calendar days of such absence. But such payment shall not,
when added to workers' compensation benefits, total more than the normal take home pay
(gross base pay minus taxes), received by the employee immediately prior to such absence.




An employee sustaining a lost-time injury in excess of the time in section 2,
may use available sick leave or PCLB. If sick leave and PCLB are
exhausted, the employee may us PTO or vacation (annual leave). The
request must be made to the Department Head to allow the employee to
remain on full pay for the period which can be covered by the sick leave
PCLB, PTO or vacation (annual leave) balance when pro rated with the
amount being paid by workers' compensation as set forth in section 1. An
employee who has elected the PTO program will not be required to use the
first sixteen (16) hours of supplement as PTO, but instead may access the
PCLB hours directly. If the employee has no PCLB hours, he/she may
access their PTO.

After employees are authorized to return to rehabilitative duty, they shall
receive no further benefits under this article nor shall they be entitled to elect
to take sick leave or PCLB in lieu of returning to work.
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as Sick Leav

A regular employee having successfully completed the initial probationary period and
having used all his/her applicable sick and vacation (annual leave) or PTO may receive
vacation (annual leave) or PTO, donated on a strictly voluntary basis by fellow employees,
due to absence resulting from a serious illness, accident or disability of the employee, or of
the employee’s immediate household family where the employee’s presence is needed.
Immediate household is defined as spouse or certified domestic partner or dependent
children or mother or father, living in the same domicile. For the purposes of this policy,
dependent children are defined as the employee’s unmarried, natural, adopted, or step-
child(ren), or a child for whom the employee has been appointed legal guardian, or the
natural or adopted child(ren) of the employees’ current certified domestic partner, who are
under the age of nineteen and dependent upon the employee for over half of his/her support.

Donations: Fellow employees may contract to donate a minimum of two (2) hours of
their vacation (annual leave) or PTO time to be used as sick leave or PTO. as described in
section 1. by the affected employee. The maximum number of hours an employee may
donate is 40 hours for employees working a 40-hour week and 52 hours for employees
working a 52-hour week. The total donated time from fellow employees shall not exceed

three-{(3)-ealendar-months 480 hours, execpt as provided below.

Donated vacation (annual leave) or PTO will not be credited to the sick leave or PTO of the
employee until such time as the employee’s own paid leave has been exhausted. The
employee’s continued absence from work, required return to work, or subsequent separation
from employment shall be governed by other applicable policies and procedures.

If the illness or accident of the employee is total and permanent, employee should file for
disability retirement with the Social Security Administration and the City of Gainesville.

During the time in which the employee is using donated vacation (annual leave) or PTO
from fellow employees, he/she will not be eligible to earn (accrue) sick leave or vacation
(annual leave) or PTO.

Should an employee return to work prior to exhausting all donated hours, unused hours shall
be returned to the donors.
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T iev rmal Retirement Eligibility:

In addition to the procedures described in item 1 above, an employee may, with the
following additional restrictions, receive voluntarily donated vacation (annual leave) or PTO
in advance of having used up all of his or her sick leave_or PTO. Utilization of donated
vacation (annual leave) or PTO in this manner is limited to those situations in which the
employee, at the time the authorization to create a Leave Bank is given, had at least eighty
percent (80%) of the credited service needed for normal service retirement and was
otherwise eligible for normal retirement.

There shall be no restrictions on the amount of hours that may be donated or the length of
a required absence before a leave bank may be established if an employee is absent due
to serious illness, accident or disability, which condition is expected, based upon
reasonable medical probability, to result in death within one (1) year from the creation of
the Leave Bank, or otherwise dies, In the event of an employee’s death prior to a leave
bank being established, the leave bank must be established within 15 calendar days of the
date of death. Donated vacation (annual leave) or PTO may be collected up to 90 days
following the death of an employee so that sufficient donations may be obtained to
qualify the employee for normal service retirement.

Should more hours be donated than are required to reach normal retirement, hours in
excess of those required will be returned to the donors. If a sufficient number of hours is
not donated within the 90-day period described above, the beneficiary of the employee
shall receive a full refund of the employee’s contributions to the pension plan in lieu of
receiving a retirement benefit and all donated hours will be returned to the donors.
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PARENTAL LEAVE

1. Permanent-_Regular employees shall be eligible to take a leave of absence for the |
purpose of caring for a newborn infant at the employee's domicile. Said leave is
subject to the following restrictions:

A. The leave may only be taken in increments of at least one (1) normal
workweek during the six (6) week period (42 days) immediately following
the birth of the infant.

B. The infant must be in the employee's care and custody at the employee's
domicile.

C. The employee must be either the natural parent of the infant or have begun
the process of adoption as described in Chapter 63, Florida Statutes 1983.

2. An employee may charge absences under this policy to accrued sick leave_or

vacation leavc (annual leave) or to PTO and PCLBe*eetha{—maremﬁ}eyeemayﬂe{
. lllFFl ']E Ill 5I

wedes—ﬁewéed—ﬂnﬂqeﬁﬂmﬂﬁy—e&efmfemp}eyee—mayﬁﬂﬂﬂ&up to ninety-six

(96) hours_for the purposes and under the conditions specified above. An employee

ma be entitled to additional absences. paid or unpaid, under the leave of absence with

or without pay policy.~ef-sick—leave-under—this—pelieyregardless—ef-the-limitation
desertbed--thisseetion:

The employee's overall utilization of sick leave_or PTO must still comply with the
provision of Personnel Policy 8)@) with sick leave utilization under this policy
being treated as if the infant was ill, except that employee's presence need not be
necessary and no confirmation of illness is required.

3 An employee desiring to take parental leave must submit a written request for said
leave by memo or letter prior to beginning the leave(s). Dates of departure and
return shall be shown in the request. Approval is at the discretion of the Department
Head.
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For those periods of time where an employee is absent due to parental leave and is
not charging his/her absence to sick leave, the employee shall be considered to be on
leave without pay as described in Personnel Policy 13(A) section 11.

Employees receiving parental leave may be required to submit evidence of date of
birth, custody and location of the infant for whom parental leave is sought.
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General:

The City will grant a military leave of absence _with pay to any employee called

presenting-proper-orders-ealling-him to temporary active or inactive duty for training
purposes with a-reserve-unit-of-the United-States-ArmysNevy;—AdrForee, Marine
Corps;—Ceast-Guard—er—a—_the National Guard,—Unit—fer—a—period—not-execeding
Se%ﬂteeﬂ—(—lq—)—weﬂﬁ&g-@rﬂyﬁﬁ-ﬁﬁ-%&ﬂeﬁdﬁi—j% r a reserve unit of the United

States, or for attending evening or weekend military training which conflicts with
his/her work schedule. Time off shall be granted for the purposes of attending the
military training for a period not to exceed seventeen (17) working days in any one

calendar year.

Leave With-Pay:Reserve or Guard Active Military Service (not annual training).

The Cltv shall gmnt a military lcdve of ab';encc to any emnlovee called to actlve

military service (not annual training) with the National Guard, or a military reserve
unit of the United States. For the purpose of active military service (not annual
training) the first thirty (30) calendar days of any such leave of absence shall be with
full pay from the City.

The employee shall be required to submit a copy of orders or statements from the
appropriate military commander as evidence of such duty to his Department Head.
The orders or statement must be attached to a Personnel Authorization Form
requesting m111tary leave The request must be sent to the Human Resources
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The employee is required to submit a copy or statement from the appropriate

military commander as evidence of such duty to his/her Department Head.

The orders or statement must be attached to a Personnel Authorization Form

ting military leave. The r tm nt to the Human Resource
Department rocessing.

In the event military leave is required in excess of the time allowed in

aragraphs 2 and 3. the employee may be granted additional leave without




ay_or_he/she may elect > earned vacation (an v PT
Vacation (annual leave) and PTO will not be required prior to allowing leave

without pay,




PERSONNEL POLICIES AND PROCEDURES POLICY NUMBER 13

Effective Date:-03/07/67
Date Issued:  03/09/67
Date Revised: 06/07/76
Date Revised: 09/25/80
Date Revised: 08/16/93
Date Revised: 02/14/94
Date Revised:

Page 1 of 6




LUV IACY

Data Ras

AU TN

cad. AR/ A02
OO

AUV AN Y IOV,

Date Rass

.

Dinta Ras

a0

LUV ANV T

Doaaga ) ~F L
THgE—=—0T9




Raovic

nr’-
cas

[AT0Vio X-WivJa}
A"

ANV IS

AT L ITO




10
.

DataRar:
fee i p

| Y
=

ARILAIO2
OO Y
D241.4104

A

1co
AFUOTCTIVOVIUUY

Data DAy

\vF = o (g
Paagad of s

cads:
TaEC oo

LGNV TN VIOWUY




ata Ravncad:  O&6O0T106
GOVt ooy 0
Nato Ravicad:  OQMS/90
CateIctyIstaT— oo ooy
RNateo Ravucad: ARXLLAMO
DacasCvIsCOT— oot o0
DateRavacad  O2/14/04
oottty ot oot

rage—o01T o




Date Ravicad:  OGINTIT4
CotCaIctvistaT—voroy 1o
Data Rax »:.-ed. 9_9,-:25 {89
eI evt .
Data Rawvicad AR/ A0
eIt yvIsCaOT— oot 7
Diate Ravacad:  O2/14/04
T CIctvistar =TS
Paga 6-aof6
Tagcoo01r°o

LEAVE OF ABSENCE WITH OR WITHOUT PAY

GENERAL INFORMATION

l Leaves of absence may be paid or unpaid. depending upon the

circumst f the lea whether the employee has accrued applicable paid

leave available. Two_categories of leaves of absence are described herein.




A. Leaves of absence will be granted for Family and Medical Leave (FMLA) -see
Section 6.

B. Leaves of absence may be granted for Personal Leave - see Section 11.

2. Leave Request Procedure:
Employees are expected to be familiar with and are rea_uiréd to follow the leave
pay period should be requested with a Leave Request Form (LRF).

3. Continuity of Service:
Any leave without pay which is approved in accordance with these procedures
shall not constitute a break in service, but may result in an adjustment to the
employee’s leave progression date and the employee’s performance review and
mefit increase (if eligible) date. If the leave is for ninety (90) days or longer, the
employee’s pension service date will also be affected.

4, Expiration of Leave and Reinstatement:
Reinstatement is dependent upon the type of unpaid leave. Refer to the
appropriate section for more information.

S. Extension of [.eave
If an extension of the leave is required. a request for the extension must be
submitted in writing at least five (5) days in advance of the leave expiration.
Consideration of an extension will be based on the same criteria as the original
request. Failure to return to work at the expiration of the leave may result in
termination.

6. FAMILY AND MEDICAL LEAVE:

In compliance with the Federal Family and Medical Leave Act of 1993, effective

Aucust 5. 1993 eligible employees may take a maximum of twelve (12) weeks of

family and medical leave in their FMLA leave year. This leave may be paid if

applicable leave is available or the leave may be unpaid. The FMLA Leave Year

is defined as the twelve- (12) month period measured forward from the

employee's leave progression date each year.

FMLA will be granted for:




I

loo

A. The birth of a child and care for a child within _twelve (12) months

llowing a birth

B. The placement of a child with the employee. Leave must be taken within

twelve months following placement.

(3 To care for the spouse. child, or parent of the employee who has a "serious

health condition".

D. If the employee is unable to perform his or her own job because of the

employee's own serious health condition.

Employees with questions about what illnesses are covered by this section of the

policy or under the City's leave policies are encouraged to consult with the

Human Resources Department.

Eligibility:

Employees must have been employed by the City a minimum of twelve (12)

months in a regular full-time status position and must have provided at least 1,250

hours of service in the twelve (12) months prior to the qualifying instance.

Regular part-time employees must have been employed by the City a minimum of

twelve (12) months prior to the qualifying instance and are eligible for and

granted leave based upon the proportion their normal work schedule bears to a

If an absence is related to a medical condition of the employee or a qualifying

family member, or the birth. placement or adoption of a child, the Citv mav

require an employee to provide a doctor's certification of serious health condition

or proof of the birth, placement or adoption. Documentation of relationships or

illnesses will be required in a timely manner. Failure to provide required

documentation may result in denial of paid leave or other disciplinary action.

Medical leave certification will be provided using the Medical Certification Form.

Conditions

Leave without pay for one (1) full pay period or more will not be considered time

worked for purposes of accruing seniority. longevity, vacation. sick or other

employee benefits, including PTO for empl in the new leave tem.




Employees may take Family and Medical Leave in twelve (12) consecutive

weeks, may use the leave intermittently (take a day periodically when needed

over the vear)., or under certain circumstances may use the leave to reduce the

work week or work-day. resulting in a reduced hour schedule. In all cases, the

FMLA-covered leave may not exceed a total of twelve (12) weeks in each twelve-
12 nth empl leave year. However, for the birth, placement, or adoption

of a child. the City and the employee must mutually agree to the schedule before

the employee may take leave intermittently or work a reduced hour schedule.

The City may temporarily transfer an employee to an available alternative

position with equivalent pay and benefits if the employee is qualified for the

position and if the alternative position would better accommodate the intermittent

r reduced schedule.

The employee may be required to report periodically on his/her status and

intention to return to work.

If an employee out on regular paid leave seeks to extend that leave under the

provisions of the Family Medical Leave Act, the City may classify and apply

leave already taken towards the employee's twelve (12) week total upon

appropriate information from the employee.

The employee's position may be filled by a temporary appointment or assignment

of another employee. At the expiration of the leave, the employee shall be

reinstated in the position vacated.

Except as provided herein, the employee, upon returning to work from a medical

leave, must report to Employee Health Services. The employee may be required

submit a written _approval from his/her health care provider stati

employee is approved to return to work. The employee may be required to

complete a fitness for duty examination related to the serious health condition for

which the employee was absent on FMLA leave.

While the employee is on FMLA leave, the City will continue the employee's

1ealth benefi iring the leave peri he same level of benefits and under the
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same conditions as if the employee had continued to work. Under current City
res, an employee on paid leave continues ay the contribution rate via

payroll deduction as when an active employee. An employee on unpaid Family

and Medical Leave continues to pay the contribution as when an active employee.

The employee must continue to make this payment either in person or by mail to

the City's Risk Management Department. Payment must be received by the last

day of the month prior to each month of coverage. If the payment is more than

thirty (30) days late, the employee's health care coverage may be dropped for the

duration of the leave,

If the employee chooses not to return to work for reasons other than a

continuation. recurrence. or onset of a serious health condition or for other

circumstances beyond the control of the employee, the City will require the

employee to reimburse the City the amount it paid for the employee's health

insurance premium during the leave period.

How available paid leave is applied to an FMLA qualifying absence:

A. PTO (Policy 8) - for employees hired on or after October 1. 2000, or for

employees hired prior to October 1, 2000 who elect the Paid Time Off
(PTO) leave plan.

L. For Employee’s Own Illness: The first sixteen (16) hours of each

FMLA qualifying absence for the employee’s own serious health

condition will be charged against the employee’s Paid Time Off

(PTO) bank. Should the employee have an insufficient PTO

balance to cover the first sixteen (16) hurs of avsence(s). such

absence will be charged to the employee’s PCLB account. If an

employee has more than one qualifying FMLLA absence, or is using

FMLA leave on an intermittent basis, the maximum number of

hours charged to PTO will be 96 hours during that leave year. Any

subsequent FML 1alifying time off during that leave vear wil

be charged against the emplovee’s Personal Critical Leave Bank

(PCLB). In the case of an FMLA qualifying absence as a result of

a compensable injury, the first 16 hours may be taken as PCLB. If




an_absence will extend beyond 480 hours in the leave year, the

employee must apply for a Personal Leave (Sectionl1).

2. For FMLA qualified absence for the serious health condition(s) of

the emplovee’s qualifving family member: The maximum hours

paid leave shall be 480 hours in the leave year except as may be

allowed pursuant to article 23.11. The first sixteen (16) hours of

absence(s) will be charged to PTO. If an employee has more than

one qualifying FMLA absence, or is using FMLA leave on an
intermittent basis, the maximum number of hours charged to PTO

will be 96 hours during that leave year. Should the employee

have an insufficient PTO balance to cover the first sixteen (16)

hours of absence(s), such absence will be approved leave without

ay. an ibsequent _hours of absence shall harged to th

emplovee’s PCLB account. If an absence will ex evond 480

hours in the leave year, the employee must apply for a Personal

Leave (Sectionl1).
3. For_the birth, placement or adoption of a child: The maximum
10UT'S id leave shall be (sixteen)16 hours of PTO and 464

hours of PCLB for a total of 480 hours in the leave vear. Should

the employee have an insufficient PTO balance to cover the first

sixteen (16) hours of absence(s), such absence will be approved

leave without pay: any subsequent hours of absence shall be

charged to the employee’s PCLB account. The maximum hours of
paid leave shall be 480 and any approved absence beyond 480

hours in the leave year shall be leave without pay.

Designated Leave System (Policy 9):

All applicable accrued vacation and sick leave must be exhausted before

going into unpaid leave status.




An employee may use up to a maximum of 480 hours of the employee’s

1€ ick leave in the leav ar, for illness of a member of the

employee’s immediate family (defined as spouse. certified domestic

partner, dependent child(ren), mother or father) living in the same

domicile in the employees leave year, as defined in the Designated Leave

System (Old Leave System) Policy.

Paren cave:

In instances of parental leave, for the care and custody of the | 8

natural or adoptive new born infant, sick leave up to fifty percent (50%) of

that available in the pay period prior to the date of birth, or one hundred

four (104) hours (whichever is greater) may be taken during the first six

eeks following the infant’s birth

Management may_require confirmation of the illness, birth, or adoption

from the employee by furnishing a doctor’s certificate, birth certificate, or

any other means deemed appropriate.

10. FMLA Definitions:

Child: includes a biological, adopted or foster child, stepchild, a legal ward, or a

child for whom the employee stands in loco parentis (i.e.. in the place of a parent)

who is under eighteen (18) vears of age: or eighteen (18) years of age or older and

incapable of self care because of a mental or physical disability.

Parent: means the biological parent of an employee or an individual who stood in
loco parentis to an employee when the employee was a son or daughter.

impairment, or physical or mental condition that involves:

(i) inpatient care at a hospital, hospice. or residential medical care facility, or

(i) continuing treatment by a health care provider.

Leave Year: The twelve- (12) month period measured forward from the

employee's leave progression date each year.

PERSONAL LEAVE




A.

B.
C.
D.

An emplovee may be granted a Personal Leave for a period of time not to exceed

a total of one (1) vear, for the following reasons:

Health or family related problems not defined within FMLA Policy. or bevond
the time limits of the FMLA.

Education

Military leave not covered under Military Leave Policy

Extenuating personal reasons

CONDITIONS:

Employees must apply for Personal Leave in writing at least ten working days

prior to the beginning of the leave. Personal Leave may be granted and if granted

may be paid. unpaid. or a combination of paid and unpaid leave. Prior to bein

s

placed on unpaid Personal Leave under this section, employees in the old leave

system (Policy 9) must first exhaust all accrued vacation and personal leave:

employees in the new leave system (Policy 8) must first exhaust all applicable,

accrued PTO. PCLB hours may be applicable to health or family related
problems not defined within FMLA Policy. or beyond the time limits of the
FMLA.

Unpaid leave. for one (1) full pay period or more. will not be considered time

During an employee's approved Personal Leave, their position may be filled by a

temporary appointment, or permanent assignment of another employee. At the

expiration of the leave, the employee shall be reinstated to the emplovee’s regular

position vacated if it has not been filled permanently during the leave. If the position

has been filled, then the employee will be reinstated to another position which is

vacant and for which the employee is qualified. The replacement position shall not

e at a hisher wage rate t sition from which the leave was grante efusal

of a vacant position offered by the City shall result in the termination of the

employee.




conducted during the employee’s normal working hours.

To return to work the employee must report to Employee Health Services and the

employee may be required to submit a written approval from their health care

provider releasing them for work. The employee may be required to complete a

health examination.

An employee on unpaid personal leave must contact the City of Gainesville's Ri ana t
Department to obtain a COBRA Notification Form. The COBRA Notification Form outlines the
terms and conditions of the Consolidated Omnibus Budget Reconciliation Ac B ate

when payments ar¢ due, and where payments are to be mailed. Payment must be received by the
last day of the month prior to each month of coverage. If the payment is more than thirty (30)
days late, the employee's health care coverage may be dropped for the duration of the leave.
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NGEVITY PAY

g : aTeTANETH

OR-brreating CRRpLoYe red-on-or-ater-Februaryt; - SHED
for-tongevity-_All employees hired prior to March 02, 1992 shall receive longevity
pay in addition to their regular base pay in accordance with the schedule in section 1

(A).
L. Rates; Eligibility:

A. All regulars-permanent part-time and permanentregular full-time employees |
of the City shall receive longevity pay in addition to their regular base pay in

accordance with the following schedule:

All such employees who have been in the regular;permanent part-time or
permanent full-time employ of the City for:

(1) 5 yrs. and not more than 10 yrs. = 2% of base pay
2 10 yrs. and not more than 15 yrs. = 3% of base pay
3) 15 yrs. and not more than 20 yrs. = 4% of base pay
(4) 20 yrs. and not more than 25 yrs. = 5% of base pay
(5)  Inexcess of 25 years = 6% of base pay

B. EmployeesFull-time, regular certified police officers and firefighters
employed by the police department and fire departments who are otherwise
eligible to receive longevity pay and who elect to enter a (DROP) must, in
order to enter and to continue to participate in the DROP, make an
irrevocable election upon entry into the DROP as follows—TFhe: The |
employee may (1) continue to receive longevity payments and merit
increases (assuming merit increases are provided and applicable), but forego
receipt of all future general (COLA) salary increases, or (2) continue to
receive general (COLA) salary increases and merit increases (assuming merit
increases are provided and applicable) but become ineligible for future




receipt of longevity pay, or (3) in the case where the applicable pay plan does
not provide separately for general and merit increases, the employee
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may forego either future receipt of longevity payments, or any and all future
salary increases. In those cases where an otherwise eligible employee elects
to forego receipt of future longevity payments, entry into the DROP shall be
treated as separation from service for the purposes of section 5 of this policy.

Base Pay - Defined:

The base pay of each eligible employee shall be the amount of regular monthly base
pay as indicated on the applicable salary schedule which such employee is entitled to
draw from the City on the first day of January or July of each year, immediately
preceding the January or July in which longevity payment is actually made,
exclusive of any overtime, longevity, incentive or other type pay.

tabli t ligibilitv:

Regular—permanent part-time and permanentregular full-time employment of |
employees shall be determined as of the January 1 or July 1 immediately preceding

the January or July in whlch longev1ty payment 1s to be made- pf-e"'v'-td'ed—ﬁ:‘of

additional-compensation-under-the-provisions-hereunder—In order for the employee's
time employed to be counted for purposes of calculating his/her years of service for
longevity, the employee must have been in the continuous, regular;-permanent full-
time or permanentregular part-time employ of the City for the entire period.
Employees incurring a leave without pay of greater than one (1) normal workday

within any month shall not be considered to be in continuous regular full-time or
regular part-time employ of the City for that month, except as may otherwise be
required by law.

In order to receive payment hereunder, the employee must be in a permeanent; regular |
status with the City the month in which the payment is actually made.
inui ice -

A. Continuity of service in the City's employ shall not be interrupted because of
absence due to compulsory military service or due to voluntary military
service in the armed forces of the United States of America in accordance




with personnel policies and procedures, and all such time spent in the armed
forces of the United States of America shall apply toward accrued service for

longevity pay.
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B. Continuity of service in the City's employ shall not be interrupted because of

absence when such absence shall have been granted in accordance with the
appropriate personnel procedures as approved by the City Commission.
None of such time on an approved leave without pay shall apply toward the
employee's service credit for determining longevity pay unless the absence
was for military leave as provided in subsection (A) above.

5. ion rvi

In the event any eligible officer or employee dies, retires, or is separated from the
service of the City for any reason, he/she shall be paid his/her longevity pay from the
date of the last payment of longevity pay to him/her to the end of the month
preceding the month in which such person dies, retires, or is separated from the
service of the City.

6. Calculation of Payment:

A. Normal Payments - In General

1. Such longevity pay shall be paid to each eligible employee in January
and July of each year and shall normally cover the six months
preceding the month in which the payment is made.

2. Longevity pay for each eligible employee shall be calculated by
multiplying the base pay of such employee for the month of January
or July next preceding the month in which such longevity pay is to be
paid by the number of months intervening from the month preceding
the month in which longevity pay was last made to and including the
month preceding the month in which payment of longevity pay is to
be made. The results thus obtained shall then be multiplied by the
applicable percentage rate as shown in the schedule in
paragraphscction 1 and the result shall be the amount of longevity |
pay to be paid.

B. Proration_for Discontinuous Service |
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In the event an employee's anniversary of his/her adjusted service
date (leave progression date) for longevity purposes falls within any
six month period for which the employee is being paid under the
provisions hereof, then the number of full months' service in such
period after the said employee's anniversary of his/her adjusted
service date (leave progression date) shall be computed at the higher
rate indicated ebeve_section 6 and the remainder of the months shall
be calculated at the lower rate indicated abeve_section 6. (Example:
If an employee hired out as a permanent—regular part-time or
permanent full-time employee with the City on January 13,
19581981, the employee's 20 year anniversary_of his/her adjusted
service date (leave progression date) would be on January 13,
49782001. For the payment in July, 49782001, the employee would
receive payment for January, 49782001, calculated at the 4% rate,
and for February, March, April, May and June, 19782001, calculated
at the 5% rate.)_except as otherwise provided by law and section 4.

7. The provisions of this policy and the payments authorized hereby shall apply
prospectively only.




