RESOLUTION NO. 2024-34

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
TORRANCE, CALIFORNIA, SETTING FORTH THE HOURS,
WAGES, AND WORKING CONDITIONS FOR THE CITY
ATTORNEY EFFECTIVE JANUARY 28, 2024, AND REPEALING
RESOLUTION NO. 2018-109.

The City Council of the City of Torrance does hereby resolve as follows:

SECTION |
That Resolution No. 2018-109 is repealed in its entirety.

SECTION I
The following compensation procedure for the City Attorney is hereby approved in its entirety to
read as follows:
CITY ATTORNEY
ARTICLE 1 - COMPENSATION
SECTION 1.1 METHODS OF COMPENSATION

Effective January 28, 2024, the City Council sets the pay point for the City Attorney as follows:

Job Classification Pay Basis Pay Rate
City Attorney Monthly $ 21,254.84

The City Council shall evaluate the City Attorney annually. At the discretion of the City Council
and upon completion of an annual evaluation, the City Attorney pay rate may be adjusted to that
of a rate which will provide pay at least 5% greater than any subordinate's pay rate (exclusive of
subordinate's special compensation).

SECTION 1.2 LONGEVITY PAY
A. The City Attorney shall receive time in position longevity pay in the following manner:
1. Beginning with the sixteenth (16'") year in position as City Attorney, three percent (3%)

over and above base pay.

2. Beginning with the twenty first (21%!) year in position as City Attorney, five percent (5%)
over and above base pay.

3. Beginning with the twenty sixth (26™) year in position as City Attorney, seven and one-
half percent (7.5%) over and above base pay.

4. Beginning with the thirty first (31%!) year in position as City Attorney, ten percent (10%)
over and above base pay.

Longevity pay advancements shall start on the first day of the pay period closest to the
anniversary date of the required years of continuous and total employment.
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SECTION 1.3 REQUIREMENTS AS TO CONTINUITY OF SERVICE

Service requirements for holidays and vacation shall be based upon continuous and total
service as a regular employee.

A. Leaves of absence without pay of 10 working days or less, and leaves with pay shall not
interrupt continuous service nor be deducted from total service.

B. Leaves of absence without pay in excess of 10 working days, except for extended military
leave, shall be deducted in computing total service but shall not serve to interrupt
continuous service.

SECTION 1.4 HOURS OF WORK

A. Torrance City Hall will operate on a 9/80 closed schedule with the following hours of
operation:

Monday through Thursday: 7:30 am. - 5:30 p.m.
Alternate Fridays: 7:30 a.m. - 5:30 p.m.

ARTICLE 2 - BENEFITS
SECTION 2.1 INSURANCE
A. Cost of Medical Insurance for Active Employees
The City shall pay the applicable monthly PERS minimum contribution per employee for
active employee health insurance. In addition to the PERS Minimum Contribution, the City
shall provide active employees with an additional contribution. The aggregate amount

shall be referred to as the “City Contribution”.

Effective January 1, 2023

1 Party 2 Party Family

City Contribution $597.68 per month | $1,140.36 per month |$1 ,595.96 per month

B. Cash-in-Lieu Payments

Employees who meet the following requirements will receive a cash-in-lieu payment of
$400.00 per month for as long as the employee opts-out of medical coverage:

1. The employee provides proof of minimum essential coverage (“MEC”) through another
source (other than coverage in the individual market, whether or not obtained through
Covered California) for the plan year for which the employee opts-out of City-offered
coverage (“alternative required coverage”).

2. The proof of coverage must show that the employee and all individuals in the
employee’s expected tax family have (or will have) the required MEC for the plan year.
The employee must provide reasonable evidence of the MEC for the applicable period
by signing and submitting an attestation to the City.
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3. The employee must provide such reasonable evidence and attestation of alternative
coverage every plan year during open enroliment.

4. The City will not provide cash-in-lieu payment if it knows or has reason to know that
the employee or tax family member does not have the alternative required coverage.

C. The City shall cover the City Attorney under a $100,000 accidental and $200,000 term life
insurance policy.

D. Long Term Disability Insurance:

1. In accordance with the provisions of the commercial short term/long term disability
plan, employees with pre-existing conditions who do not qualify for coverage under the
commercial policy shall receive the following benefit:

a. An employee requesting receipt of such benefits will be decreed on a leave of
absence while receiving this long-term disability insurance and shall receive no
other benefits.

b. The maximum of two years shall be for a single or multiple instances subject to the
employee restoring such insurance one month for each two months of service.

c. Payments will commence on the thirty-first day of lost time by insurance warrant
issued as specified in the City plan.

d. Such insurance is subject to administrative rules and shall be at no cost to the
employee nor shall it be charged against City contributions to employee insurance.

2. The City Attorney shall qualify for the commercial insurance long-term/short-term
disability program and shall be covered as follows:

a. Two-thirds (2/3) base pay for a period as determined by the insurance carrier, after
a 14-day waiting period, up to the limits of the policy.

b. Eligibility for all provisions of the commercial plan is in accordance with the
commercial insurance policy.

c. An employee requesting receipt of such benefits will be decreed on a leave of
absence and shall receive no other benefits except 2.1.A.

D. Dental Insurance - employee plus one dependent coverage will be provided at no cost. This
benefit has no cash value if not used.

E. |If the City Attorney retires at the end of the eight-month medical leave of absence, he/she
shall be paid an amount equal to four months of City health insurance contribution
(including health contribution and City supplemental). Such an amount shall not exceed the
amount received by the employee immediately prior to separation of employment. The
employee may choose to defer the funds to the City 457 plan within the plan guidelines, or
receive a net check with the appropriate federal, state and social security deductions. This
provision applies only to employees participating in a City-sponsored health insurance
program at the time of termination or retirement.
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SECTION 2.2 RETIREMENT

A.

The City Attorney shall be covered by the miscellaneous retirement plan provided by the
City. The City shall pay the employee's contribution to PERS pursuant to the applicable
sections of the California Government Code. Such payments shall be reported simply as
normal contributions and shall be credited to member accounts. These contributions shall
at the time of termination belong to the employees. These contributions shall be reported to
PERS as compensation as provided by SB 53.

The City shall pay the employee’s 7% contribution to PERS for employees covered by this
resolution and will report the percent (7) of compensation earnable pursuant to Section
20691 of the California Government Code.

7% paid by the City for miscellaneous retirement shall be considered as employer-paid
member contributions (EPMC) in accordance with Government Code Section 20636(c)(4).

The PERS contract shall provide one-year final compensation prowswns when calculating
retirement benefits for miscellaneous employees.

The PERS contract shall provide miscellaneous members the 2% @ 55 full formula.
Miscellaneous members who retire after the effective date of the contract amendment will
be subject to this formula.

A lump sum death benefit of $5,000 will be paid to beneficiaries of retired members. This
benefit will be applicable to deaths occurring after the effective date of the contract
amendment.

The PERS contract shall provide for the Pre-Retirement Optional Settlement 2 Death
Benefit. Under this provision, the spouse of a deceased member, who was eligible to retire
for service at the time of death, may elect to receive a monthly allowance in lieu of the lump
sum Basic Death Benefit.

SECTION 2.3 DEFERRED COMPENSATION PLAN

A.

The City Attorney is eligible to participate in a 457 and/or 401(a) deferred compensation
plan pursuant to this resolution.

Plan documents outlining the plans that have been adopted by the City Council and are on
file in the Office of the City Treasurer.

The City will match an employee contribution, on a dollar-for-dollar basis each pay period,
to the 401(a) plan up to a maximum of 0.5% of base pay per calendar year.

Retirement Health Savings Plan (RHSP)
1. For retiring or separating employees, the following shall apply:
a. Upon retirement or separation, any hours under or equal to 500 (sick) and 500

(vacation) will be deposited into the Mission Square Retirement Health Savings
Program, therein referred to as the RHSP Plan.
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b. Upon retirement or separation, the remaining balance up to limits allowed by law
after which any remaining balance to be paid in cash will be disbursed into the
City’s 401(a) plan for employees.

Note: If state, federal or PERS guidelines are changed regarding the employer’s
contribution to the deferred compensation program, moneys contributed by the
employer to the deferred compensation program shall revert to another
mutually accepted benefit of equal value.

SECTION 2.4 SICK LEAVE

A. Sick Leave Use

An employee may use sick leave to care for themselves or family members in accordance
with the California Family Rights Act. Such time shall be deducted from the existing sick
leave accruals of the employee. In addition, employees may use sick leave for the following
reasons:

1.

Retirement Early Notification Incentive Program

An employee may use sick leave in accordance with the Retirement Early Notification
Incentive Program requirements.

C. Accrual Rate:

The City Attorney shall be granted six hours of sick leave per month.

D. Conversion of Sick Leave Insurance:

1

The employee may select to convert any sick leave granted but unused over three
hundred (300) hours into cash or into the 457 deferred compensation plan at the rate
of one hour of pay for each hour of unused sick leave. Requests for such payments or
deferral to the 457 plan shall be made before December 1 each year. Payments shall
be made no later than 30 days after the date of request.

For those employees who do not wish to convert any sick leave in accordance with
2.4.D.1, any sick leave in excess of 500 hours on the books as of December 1 will be
automatically deferred into the 401(a) plan for employees at the rate of one hour of pay
for each hour of unused sick leave.

For employees separating or retiring from the City, the provisions outlined in Section
2.3.D shall apply.

In case of death of an employee, each hour of accumulated sick leave shall equal one
hour of salary to be paid to the employee’s designated beneficiary.
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Sick leave standard:

1. Use of sick leave shall not necessarily in and of itself constitute misuse. However, sick
leave use not related to a legitimate illness, or injury which exceeds standard usage
and/or which has a predictable pattern may initiate a review of sick leave usage.

2. Components of the sick leave standard may include department sick leave utilization
average, taking into consideration the number of incidents and the numbers of hours
used, patternistic sick leave use, depleted sick leave and/or other elements if
established by the City Council.

Notification of sickness:

1. To receive compensation while absent on sick leave, the City Attorney shall notify the
department and City Council stating the absence.

2. If counseling about sick leave usage has occurred within the preceding twelve (12)
months by the City Council, as part of said counseling, the City Attorney may be
required to furnish reasonable evidence, including a written statement from a medical
professional, to substantiate any request for sick leave of two (2) days or more.

3. City Council may require a written statement from a medical professional without prior
counseling where the absence is greater than five (5) consecutive workdays or in
cases where there is evidence of violation of the sick leave standard.

Return from sick leave:

Upon return from sick leave, the City Attorney may be required to report for examination by
the City medical examiner to determine fitness for duty.

Depleted sick leave:

If there is insufficient sick leave accrued to cover an absence, the City Attorney may
request the use of other accrued leave. If no other accrued leaves are granted, employees
are required to apply for a leave of absence without pay at the earliest possible time; that
is, at the beginning of the leave or immediately upon return to work. Failure to submit the
request for leave will constitute an unauthorized absence, which could lead to disciplinary
action. Such a request for leave shall not be unreasonably denied.

The City Attorney is eligible to participate in the Catastrophic Leave Program described in
Attachment B.

SECTION 2.5 INDUSTRIAL INJURY LEAVE

A

For injuries sustained, the following applies:

In the event the City Attorney sustains an injury or illness out of and occurring in the course
of histher employment with the City, he/she shall be entitled to industrial injury leave as
follows:

1. Up to three (3) months during the first three (3) years of employment.
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2. Up to six (6) months during the fourth (4th) year of employment.
3. Up to eight (8) months after four (4) years of employment for industrial injury.

4. Such leave shall be at eighty-five percent (85%) of the regular salary rate. Said
leave shall terminate upon return to regular work or when the injury is deemed
permanent or stationary, at the expiration of the maximum time period listed in his
Section.

An employee on industrial injury leave with pay as a result of an industrial injury shall
continue to accrue seniority, and shall receive holidays, accrue vacation and sick leave
benefits the same as if he/she had been present for duty.

An employee on industrial injury leave shall be under the direction of the City Council
subject to medical advice and shall be available at all times unless he/she receives specific
permission from the City Council.

An employee on industrial injury leave shall inform the City of any current outside
employment and/or any such outside employment during the four (4) years immediately
prior to such injury. An employee on industrial injury leave shall not enter into any
employment or physical activity, as determined by an appropriate physician, which might
exacerbate his injury or iliness.

SECTION 2.6 ADMINISTRATIVE LEAVE

The City Attorney shall receive eight days of administrative leave per fiscal year. This leave may
not be cashed out and is non-accruable.

SECTION 2.7 HOLIDAYS

A.

For the purpose of this Resolution, the following days shall be considered holidays with
pay:

* New Year's Day = Thanksgiving Day

= Martin Luther King Jr.'s Birthday = Day after Thanksgiving

= Lincoln's Birthday = Last working day prior to Christmas
= Washington's Birthday Day

=  Memorial Day = Christmas Day

= Independence Day = |last working day prior to New
= Labor Day Year's Day

Veterans Day

When a holiday occurs on Saturday, the day immediately preceding will be observed as the
holiday. When a holiday occurs on Sunday, the day immediately following will be observed
as a holiday, if a holiday falls on any other scheduled day off, the management employee
may, subject to the Mayor’s approval, take another day off.

A holiday shall be construed as the value of the normal work shift.
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SECTION 2.8 HOLIDAYS FOR 9/80 PARTICIPANTS
If a holiday falls on any scheduled day off, the City Attorney shall receive eight (8) hours
vacation leave (or eight [8] hours in the case of the days before Christmas Eve and New
Years Eve).

SECTION 2.9 VACATION

A. The City Attorney shall earn vacation as follows:

1. The rate of 9.33 hours per month of service by each regular employee.

2. Commencing with the 2" year of service as City of Torrance employee, at the rate of
10 hours per month of employment.

3. Commencing with the 5" year of service as City of Torrance employee, at the rate of
12.67 working hours per month of employment.

4. Commencing with the 10" year of service as City of Torrance employee, at the rate of
16.02 working hours per month of employment.

5. Commencing with the 215t year of service as City of Torrance employee, at the rate of
17.34 hours per month of employment.

6. Commencing with the 25" year of service as City of Torrance employee, at the rate of
18 hours per month of employment.

B. Eligibility:
Employees shall earn vacation only while receiving compensation from or through the City.
C. Scheduling:

The time of taking vacation shall be determined by the employee, subject to review by the
Mayor.

D. Borrowing:
The City Attorney may borrow up to 40 hours of unearned vacation subject to the approval
of the Mayor. Any borrowed vacation owed by an employee separating service from the
City shall be deducted from the employee’s final pay.

E. Effect of Holidays:

When an authorized holiday occurs during a vacation period, such days shall not be
deducted from earned vacation.
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F. Pay for Vacation:
The City Attorney, subject to the Mayor’s approval, may select to receive pay in lieu of a
specified amount of vacation each fiscal year (28 days prior notice must be given for such a
request).
G. Vacation leave is allocated on an hour-by-hour basis.
H. Effect of Separation:
At the time of retirement or separation, the provisions of Section 2.3.D shall apply.
SECTION 2.10 BEREAVEMENT LEAVE
The City Attorney shall be entitled to up to three (3) work shifts of bereavement leave with pay
per death of a covered family member. Additional leave, up to two (2) work shifts may be
granted due to an out-of-state death, or in the state in excess of 300 miles from the borders of
the City of Torrance
A. Such bereavement leave shall apply to a death in the immediate family.
B. Immediate family shall have the same meaning as used with regard to family sick leave. In
addition, up to 1 work shift of this leave may be used for a relative not named in the sick

leave listing, subject to approval by the Mayor.

C. Such bereavement leave shall not be accruable from year to year nor shall it have any
monetary value if unused.

SECTION 2.11 VEHICLE ALLOWANCE
A. Car Allowance
1. The City Attorney shall receive a car allowance in the amount of $716 per month,
payable in biweekly installments. Such allowance is not intended to cover mileage
reimbursement for business trips of over 25 miles each way. Such excess miles (over
50 miles round trip) shall be reimbursed at the City’s specified rate.
2. This car allowance is separate from base pay.
SECTION 2.12 JURY DUTY
An individual who is duly summoned to attend any court, during the time regularly required for
his office or employment, for the purpose of jury service shall be entitled, while so engaged and

actually serving, to this regular compensation, provided that he deposits his jury service fees
pursuant to the provisions of Administrative Rules.
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SECTION 2.13 REIMBURSABLE EXPENSES

The City shall reimburse costs up to $1500.00 per fiscal year for the City Attorney for the
following eligible expenses:

1. Employee medically related purposes such as medical examination and treatment,
optical, dental, or prescription drugs; or family counseling for the management
employee or dependent.

2. Tuition or training reimbursement.
3. Acquisition of City compatible computer hardware, software or peripheral equipment.

Any amount remaining from the previous fiscal year shall be carried forward to the following
fiscal year, for a maximum of two years. Any expense remaining from the previous fiscal year
shall be carried forward for a maximum of three years.

ARTICLE 3 - GENERAL PROVISIONS

SECTION 3.1 NONDISCRIMINATION, EQUAL OPPORTUNITY AND AFFIRMATIVE
ACTION

The City and the City Attorney agree that both parties have a crucial role in the development
and implementation of equal employment opportunities. Both parties mutually accept
responsibility for carrying out these provisions.

SECTION Il SEVERABILITY

If any section, subsection, sentence, clause or phrase of this Resolution is for any reason held
to be invalid or unconstitutional by the decision of any court of competent jurisdiction, such
decision shall not affect the validity of the remaining portions of the Resolution. The City Council
hereby declares that it would have passed this Resolution and each section, subsection,
sentence, clause or phrase thereof, irrespective of the fact that any one or more sections,
subsections, sentences, clauses or phrases be declared invalid or unconstitutional.

INTRODUCED, APPROVED, and ADOPTED this 4th day of June 2024.

Al ~

Maydr George K. Chen

APPROVED AS TO FORM: ATTEST: —
PATRICK Q. SULLIVAN —
v/,’ ‘ /7 . i ﬂ (W/(] /{/ ,*] )
w TGSl NI W
Tatia Y. Strader, Assistant City Attorney Rebécca Poirier, MMC, City Clerk
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TORRANCE CITY COUNCIL RESOLUTION NO. 2024-35

STATE OF CALIFORNIA )
COUNTY OF LOS ANGELES ) ss
CITY OF TORRANCE )

I, Rebecca Poirier, City Clerk of the City of Torrance, California, do hereby certify that the
foregoing resolution was duly introduced, approved, and adopted by the City Council of the City
of Torrance at a regular meeting of said Council held on the 4th day of June 2024 by the
following vote:

AYES: COUNCILMEMBERS Gerson, Kalani, Kaiji, Lewis, Mattucci, Sheikh, and
Mayor Chen.

NOES: COUNCILMEMBERS None.
ABSTAIN: COUNCILMEMBERS None.

ABSENT: COUNCILMEMBERS None. W[/)/u)\(

(j' \Q, 944/ Rébecca Poirier, MMC
Dals: — City Clerk of the City of Torrance
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Attachment A

CITY OF TORRANCE
PERSONNEL DEPARTMENT
PROCEDURES AND RULES REGARDING LONG-TERM
DISABILITY PLAN AND PARTIAL DISABILITY

. PURPOSE

To provide a uniform approach for administering the City’s Long-Term Protection Plan.

Il. DEFINITIONS

1. “Injury” means bodily injury caused by a non-industrial accident occurring while the
employee is employed by the City.

2. “Sickness” means non-industrial sickness or disease-causing loss of employment while
the individual is employed by the City.

3. “Total Disability” means the substantial inability or physical incapacity of the employee
to engage in his/her regular occupation or an occupation of similar compensation as the
result of non-industrial sickness or injury.

4. “Partial Disability” means the substantial inability or physical incapacity of the employee
to engage, except on a half-time basis, in his/her regular occupation or an occupation of
similar compensation as the result of non-industrial sickness or injury.

5. “Regular Care and Attendance” means observation and treatment to the extent

necessary under existing standards of medical practice for the condition causing the
disability.

lll. BENEFITS UNDER THE CITY PROGRAM

1.

Total or Partial Disability:

If an injury or sickness results in continuous total disability or continuous partial
disability or combination of both, the employee while covered hereunder, who requires
‘regular care and attendance”, shall receive from the City the monthly benefit. The
monthly benefit will terminate on the earliest of:

a. The date of death of the employee;

b. The date benefits have been incurred for the maximum benefit period;

c. The date the employee retired (provided, however, that the employee shall receive
a total of the monthly benefit related to a combination of both retirement and long-
term disability benefits if totally or partially disabled to the normal expiration of
benefits);

d. The date the employee ceases to be totally or partially disabled;

e. The date specified in a settlement agreement between the employee and the City.
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The employee shall be eligible for benefits as noted below:

Full-time Employment Full-time LTD
Two (2) months = One (1) month
Full-time Employment Part-time LTD
One (1) month = One (1) month
Part-time Employment Full-time LTD
Four (4) months = One (1) month
Part-time Employment Part-time LTD
Two (2) months = One (1) month

2. Recurrent Disability:

a.

If, following a period of disability due to sickness or injury, for which the Monthly
Benefit was payable under the program, the employee shall resume duties of his or
her regular occupation for a continuous period of one year or more, any subsequent
disability resulting from or contributed to by the same cause or causes shall be
considered as a new period of disability.

If the injured employee resumes the duties of his/her regular occupation, for less
than a one-year period of time, the following shall apply:

1. A subsequent disability resulting from the same cause shall be considered a
continuation of the original incident. The employee shall be eligible for the length
of time specified in the Long-Term Disability Benefit section of the Resolution
less that amount of time previously utilized for the same incident.

2. An employee who sustains a subsequent disability resulting from a new cause
shall be eligible for one month of benefits for each two months of service worked
in the intervening period of time plus any earned time remaining from the initial
incident.

The determination as to whether a disability is a new incident, or a continuation of
an original incident shall be subject to verification by medical authority and
appropriate supporting medical documentation.

IV. REDUCTIONS

1.

The monthly benefit otherwise provided under this program for any period shall be
reduced by any amount received by or due to be received by the employee from the
following sources for the same period so that the total combined amount shall not
exceed the employee’s base pay:

oo oo

Any State or Federal Government Disability or Retirement plans;
Salary or wages paid by the employer or other employer;
Workers’ Compensation or any similar law;

Any total disability and total and permanent disability provisions of any insurance
policy; and

Unemployment insurance.
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V. TERMINATION OF COVERAGE
1. The coverage of any employee shall terminate on the earliest of the following dates:
a. The date the program is terminated by mutual agreement of the employee groups

and the City of Torrance.

b." The date the employee leaves or is dismissed from the employment of the
employer, retires, or leaves the representation groups covered by the Master
Resolution.

c. The date of entry of the employee into military service except for temporary duty of
30 days or less.

2. Such termination shall be without prejudice to any pre-existing total disability claim of
the employee except as agreed to between the parties in the settlement.

VI. EXCLUSIONS

1. The program does not cover disability:
a. Resulting from any intentionally self-inflected injury;

b. Caused by or resulting from service in the Armed Forces of any country, except for
temporary active-duty assignments of not more than 30 days;

Resulting from any act of war, declared or undeclared;

Resulting from participating in or consequence of having participated in the
committing of a felony.

' Monthly benefits may extend beyond the termination date of employment for the maximum benefit period,

provided, however, that insurance coverage was in effect at the time the injury/iliness was sustained.
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Attachment B
CATASTROPHIC LEAVE PROGRAM
Purpose

The Purpose of this Catastrophic Leave Program is to allow employees to assist another
employee during times of personal crisis when serious illness or injury has incapacitated
him/her or a family member and the employee is therefore unable to work. It can also be used
for employees who suffer catastrophic illness or injury who must undergo intermittent medical
treatment such as chemotherapy. This program is solely for employees who accrued leave
balances have been exhausted.

Policy

The Catastrophic Leave Program allows an employee to transfer eligible leave credits (vacation,
sick leave compensatory time and/or administrative leave) to another employee when a
catastrophic illness or injury occurs. A catastrophic illness or injury is defined as an serious
health condition which substantially incapacitates an employee or qualifying family member, or
which forces the employee or family member to undergo ongoing and lengthy substantial
medical treatment. The illness or injury further creates a financial hardship because the
employee has or will exhaust all leave time. For the purpose of the Catastrophic Leave
Program, qualifying family member shall mean an employee’s parents, step parents, spouse,
children and stepchildren.

An employee will not be eligible for catastrophic leave until he/she has exhausted all leave time,
including sick leave, vacation, compensatory time and administrative leave.

Donated hours may be used under the following situations:
e To cover the elimination period before short-term and/or long- term disability
benefits began

e To supplement short-term and/or long-term disability benefits

e To cover the time used on unpaid Family Leave
Procedures / Guidelines for Using Catastrophic Leave

1. Leave of absence paperwork? must be submitted to the Human Resources
Department. It should include the nature of the iliness and the dates the employee
expects to be absent. The leave must be approved by the Department Head and
the Human Resources Director.

2. Verification of illness or injury of the employee or qualifying family member must be
provided in writing by the treating physician on the City provided forms.

2 Leave of Absence Paperwork consists of a “Request for Leave of Absence” form and either a “UNUM”
form (for personal illness) or a “Family Medical Certification” form (for family illness).
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3. The employee or representative makes a request for catastrophic leave donations to the
employee’s department. The City Manager's Office is then notified and advertises the
donation request via e-mail.

4. The period of absence will be determined by the written verification of the employee’s or
family member’s physician and will not be based on the number of hours donated.

5. Employee who are approved for the Catastrophic Leave Program due to a qualifying
family members’ catastrophic illness/injury may use donated time for a maximum of 12
weeks during a rolling one year period, as is allowed by the Family and Medical Leave Act.

6. Employees must exhaust all personal leave hours (vacation, sick leave, etc.) prior to using
any donated hours.

Employees will not accrue vacation, sick leave, or service time while using donated hours.
Donated hours may not be converted to cash (“cashed down”).

The catastrophic leave bank will be closed and no further donations will be accepted under
the following conditions:

e The ill/injured employee returns to work full time, or
e The 12 weeks of Family Leave have been exhausted, or
e The ongoing, intermittent treatment program has been completed.

In these cases, any unused donated balances will be returned to the respective donating
employees.

10. Any subsequent iliness after the close of the bank will require a new request and approval.
Procedures/Guidelines for Donating Hours:
1. Employees who wish to donate eligible leave hours must complete a Catastrophic
Leave Bank Transfer Authorization form.
Donation of Catastrophic Leave hours fare made on a voluntary basis.

All donated time must be in increments of one hour or more.

Donation of leave hours, once used, are irrevocable and become part of the receiving
employee’s leave bank.

5. Employees with less than 40 hours of sick leave may not donate sick leave hours. This
provision may be waived by the City Manager if a donating employee has given notice
of terminating employment with the City and there is a current qualified Catastrophic
Leave Bank recipient.

Confidentiality
To protect the confidentiality of the program, the names of individuals who donate will not be
released. The exact amount of hours donated will be provided to the receiving employee upon

request for the purpose of computing the length of time to be covered by the catastrophic leave
bank.
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