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RESOLUTION

EXTENDED LEAVE POLICY - EMPLOYEE POLICY MANUAL

WHEREAS, the City of Manitowoc’s Employee Policy Manual provides
continuity and consistency in the operations and the administration of benefits and safe
working conditions for all employees of the City of Manitowoc; and

WHEREAS, the COVID-19 Pandemic has caused many organizations to re-
evaluate their leave policies to ensure they are flexible enough to protect all employees,
and ensuring employees who are ill, or who have symptoms of illness, are not coming
into the workplace while symptomatic; and

WHEREAS, guidelines from the CDC and legal experts state that employers
should be working to encourage flexible leave policies allowing employees to remain
home if they are ill or symptomatic; and

WHEREAS, Human Resources Director Jessie Lillibridge recommends allowing
employees the ability to immediately access up to 5 days of their extended leave each
year without requiring the use of PTO, as detailed in her attached memo to the Personnel
Committee; and

WHEREAS, the Personnel Committee recommended approval of the request to
revise the Extended Leave Policy, at a meeting held on Monday, June 1%, 2020.

NOW THEREFORE BE IT RESOLVED, by the Mayor and Common Council
of the City of Manitowoc to approve the attached revisions to the Extended Leave Policy
within the Employee Policy Manual, effective the first pay period following adoption of
this resolution.

BE IT FURTHER RESOLVED to direct Human Resources to notify employees
of the changes to the Extended Leave Policy and to have copies of the updated Policy

available on the Intranet and in the Human Resources Department.

JUN 15 2029

INTRODUCED ADOPTED

APPROVED

Justin M. Nickels, Mayor

This resolution was drafted by Kathleen McDaniel, City Attorney

Fiscal Impact: Budget Neutral

Funding Source: Various Departmental Budgets
Finance Director Approval: /SAC

Approved as to form: /



Section 3.

Extended Leave Banks.

A)

B)

)

Use. Employees will be provided with extended leave banks to address their own
personal health care needs or the health care needs of a spouse or an immediate
family member who resides primarily with and is primarily dependent on the
employee for care and support. Up to five days of the annual granted 10 days of
extended leave may be used each calendar year for any illness-related absence. An
employee may access any additional extended leave after using other available paid
leave for three days. Extended leave may be used for the fourth day and any
subsequent consecutive days for absences of four or more consecutive days.
Extended leave may be used for absences which qualify as federal and/or state
Family and Medical Leave Act protection. All use of extended leave is subject to
verification and the City reserves the right to request a doctor’s slip for any
extended leave request. To facilitate the usage and tracking of this leave in our
payroll processing system, the five days will be placed into a separate bank at the
beginning of the calendar year. Any of the five days of leave available for sick leave
purposes that are unused will be moved into the employee’s Extended Leave Bank
at the end of each calendar year for use as described above or under qualified FMLA.

Beginning on July 1, 2020, employees will be allowed to use three days of extended
leave for any iliness-related absence for the remainder of 2020.

Extended Leave Bank Accrual. Employees will be granted 10 days of extended leave
per calendar year. Employees hired after January 1 will be granted extended leave
on a pro-rata basis the first year of employment. Unused extended leave will be
placed in a “bank” which will be available to the employee for future use, until such
time as the “bank” has a maximum accumulated total of 10 weeks of paid time off
(e.g. 400 hours for full-time, 40 hour per week employees). There will be no accrual
of extended leave in this bank beyond 10 weeks of leave. Unused extended leave in
this bank will be cancelled upon termination (e.g. resignation, retirement, layoff,
death, dismissal) and no payment will be made.

Old Sick Leave Bank Employees who have an accrued sick leave balance will have
that balance placed in a separate account for future use and/or payout upon layoff,
retirement or death. The balance in this account may not exceed 960 hours. This
accrued sick leave may be paid out in whole or in part at any time prior to layoff,
retirement or death at the sole discretion of the Common Council. There will be no
future accrual added to this sick leave balance. Said sick leave may be used for the
employee’s own personal health care needs or the health care needs of a spouse or
an immediate family member who resides with and is dependent on the employee
for care and support. Management reserves the right to verify the use of sick leave.
Employees leaving employment of the City either by choice or dismissal, shall have
this sick leave balance cancelled and no payment will be made. The remaining sick
leave balance will only be paid out to the employee upon layoff, retirement (upon




reaching qualified age as dictated by WRS) with 120 days advance notice to the
employee’s direct supervisor, or death. Any payout balance over $5,000 will be
placed into either a medical reimbursement account or a special pay account. A
third party representative will contact you to determine which option is selected.
Sick leave credits are to be computed by dividing the annual wage or salary by 255
days in order to arrive at the daily wage or salary rate when the employee entered
the employee policy manual coverage.



