VII.

BENEFITS

. Eligibility.

All full-time employees and those part-time employees authorized to work at least 30
hours per week are eligible for and may receive certain benefits as set forth in this
section. The employment benefits outlined in this section are offered at the city’s sole
discretion, as determined annually by the City Council. The outline of these benefits
should not be construed as a claim of entitlement to the benefits and the benefits may
be changed from time to time, at the discretion of the City Council.

. Insurance.

The city will provide medical, dental, vison, life and long-term disability insurance to all
eligible employees on the first of the month following date of hire.

Medical Insurance. Employees who are eligible for medical insurance may select
individual, two-party, or family coverage. Employees who are covered under a
spouse’s group plan or have coverage with another carrier may waive coverage
subject to completion of the City’s Group Waiver of Coverage Form.

The city shall make a specified contribution per month toward the cost of the city’s
medical insurance plan, and this contribution may differ depending on the type of
coverage selected. Benefits-eligible part-time employees shall receive this
contribution on a pro-rated basis. The difference between the actual cost of the
selected coverage and the city's contribution shall be deducted from the employee's
paycheck.

The city may choose to segregate retired employees who are 65 or older from other
employees for pooling purposes in determining the premium for insurance as
allowed by state law.

Dental Insurance. Employees who are eligible for dental insurance may select
individual, two-party or family coverage. Employees who are covered under a
spouse’s group plan or have coverage with another carrier may waive coverage
subject to completion of the city’s Group Waiver of Coverage Form.

The city’s contribution towards dental insurance shall be the cost of single coverage.
Benefits-eligible part-time employees shall receive this contribution on a pro-rated
basis. Benefits-eligible part-time employees and employees selecting two-party or
family dental coverage shall have the difference between the actual cost of the
selected coverage and the city's contribution deducted from their paycheck.

Page 34 of 69



Vision Insurance. Eligible employees may select individual, employee + spouse,
employee + child(ren) or family vision coverage. The city does not contribute to
vision insurance which makes the full premium the employees responsibility. The
selected premium will be deducted from the employee’s paycheck.

Life and Long-Term Disability Insurance. Employees who are eligible for life
insurance and long-term disability Insurance may not waive this insurance. The city
will fully fund the cost of long-term disability insurance and $25,000 in life
insurance. Benefits-eligible employees may elect to purchase additional life
insurance at their own cost, subject to the terms and conditions of the city’s
insurance carrier.

Continuation of Coverage. Employees and/or their dependents may elect to
continue life, medical and dental insurance coverage beyond the date that it would
otherwise terminate as provided by federal and/or state law.

C. Deferred Compensation.
The city offers select deferred compensation plans, which allow employees to have a
specified pre-tax dollar amount withheld from their paycheck and invested for payment
at a later date, usually at retirement or termination of employment. Contributions to
these plans are financed solely by the employee, through payroll deduction.

D. Retirement Benefits.
Under state law, eligible city employees must participate in the Public Employee's
Retirement Association (PERA). Retirement benefits accrue from both employee and
employer contributions. Statutorily-defined contributions to the retirement system are
mandatory and are deducted from the employee's pay each payroll period.

E. Phased Retirement.
Individuals who have been employed by the City of Shakopee for 5 years or more and
who are age 55 or older may be offered a phased retirement benefit, upon the
recommendation of the city administrator and approval of the City Council. The
purpose of phased retirement is to allow long-term employees to work reduced hours
while maintaining their benefits and assisting in the training of a new employee in their
specialized skills and knowledge. In order to be eligible, the employee must hold a
specialized position that will require significant training of a new or promoted
employee. Employees offered and accepting a phased retirement benefit shall work no
more than an average of 20 hours per week, but shall receive full insurance benefits, at
the level they enjoyed prior to phased retirement, as well as pro-rated vacation, holiday
and sick leave for a period not to exceed 6 months.
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F. Post-Employment Health Savings Plans.
The city participates in the Post Employment Health Savings Plan administered by the
Minnesota State Retirement System by contributing an equal dollar amount, as
determined by the City Council annually, for all benefits-eligible employees. This money
shall be deposited in employees’ accounts in accordance with the terms and conditions
of the plan. Additionally, all benefits-eligible employees shall contribute a percentage of
their wages to the plan through payroll deductions, according to the contribution
schedule in Appendix A of this document, or the relevant section of their union contract.

G. Continuing Education/Tuition Reimbursement.

Eligibility. All full-time employees and benefits-eligible part-time employees may
apply for continuing education benefits under this section.

Employee Tuition Policy. The City may reimburse an employee for tuition expenses
and course fees under certain circumstances. There shall be no reimbursement for
mileage/parking expense. Required books, student activity fees, and material costs
will not be reimbursed. Tuition reimbursement is available for a course occurring in
non-continuous classes over a period of time.

Pre-Approval. Prior to starting a class or classes, the employee must obtain approval
from the employee's department head and the city administrator that the class,
certificate, degree or overall achievement is job related and that the request is
worthy and would fill a need within the city or department. The department head
should verify that the department budget could cover this expense. Approval of
enrollment in a multiple-year course of study is no guarantee that funding will be
available in subsequent years.

Satisfactory Completion. The employee shall provide the department head with
proof of satisfactory completion (i.e., a grade of C or above in technical school or
undergraduate college; a grade of B or above in graduate school) of any course
requested for reimbursement, prior to reimbursement.

Time Off. If classes are during the regular workday, a non-exempt employee must
take that time as compensatory time, vacation time, or leave of absence without pay,
or the employee can seek a flexible scheduling arrangement approved by the
department head. Police officers also have the option of utilizing holiday time in
cases where classes require time away from work. Classes or course work taken by
the employee must not disrupt or interfere with normal departmental operations.
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Continued Employment. The employee must remain with the City of Shakopee for
two years following completion of the course, or reimburse the city for the expense.

Funding Procedure. The city may reimburse an employee 100 percent for the first
$1,000 of the cost of tuition per calendar year. After that, the reimbursement may be
50 percent. Total reimbursement may not exceed $3,000 per person per calendar
year. The scope, terms and conditions of this reimbursement shall be defined and
interpreted by the city administrator. Employees must submit valid receipts in
order to be eligible for reimbursement. Reimbursement is limited based on
availability of budgeted funds.

H. Conferences and Seminars.

In General. The city may pay for conferences and seminars that the employee’s
supervisor determines will contribute to the better performance of the employee's
job and the city's business. A conference or seminar is a course that occurs in one
continuous block of time. A travel request pre-approval form should be completed
at this time by the employee and their supervisor.

Appropriate itemized receipts must be kept, and all other travel expenses must be
documented. Sufficient money must be available and budgeted in the departmental
line item for travel and subsistence.

Criteria. Employees must meet the following criteria:

a. To be eligible to attend a national conference, an employee must have been
employed as a full-time employee by the City of Shakopee for one year, unless
approved by the city administrator. Part-time employees and those employed
less than one year are encouraged to attend state or local conferences.

b. The employee’s supervisor shall recommend that there will be a benefit to the
City for the attendance by the employee at the conference;

c. While attending a national or out-of-state conference, employees are presumed
to work eight-hour work days and are ineligible for overtime compensation.

d. Holidays which occur during the scheduled conference shall be charged against
holiday leave. Use of sick leave is not permitted.

e. Overnight travel must be pre-approved by the employee’s supervisor and an employee
must complete the required overnight travel form to include with documentation when
submitting for payment and purchasing card charges.
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Purpose and Scope. It is the purpose of this policy statement to establish adequate
internal controls to satisfy Internal Revenue Service (IRS) regulations, State laws,
and to provide a framework to use as a guide to prescribe circumstances for which
travel reimbursements will be authorized. Only claims for accommodations and
services actually incurred or in accordance with the Standard Federal Per Diem Rate
in the case of meals and incidental expenses would be reimbursed once the Travel
Expense Report has been approved. All persons conducting official City business are
expected to show good judgment in the nature and amount of expenses incurred
while conducting City business. Per Minnesota Statute, purchases of alcoholic
beverages cannot be reimbursed.

I. City Reimbursement of Travel Costs.

City Reimbursement of Travel Costs. The City will pay or reimburse all travel costs
that are both reasonable and necessary. Travel must be by the most direct or
normally traveled route unless approved in advance by the employee’s supervisor.
Reimbursement will be limited to the cost of travel by a direct route or on an
uninterrupted basis. When traveling from home, the most direct route from either
the office or home will be considered the most direct route for reimbursement
purposes. The employee will be responsible for any additional costs exceeding the
business purpose related expenses. The following expenses may be approved for
reimbursement:

a. Transportation. Coach airplane passage is considered standard for travel out of
the five state region, as air travel is usually more economical in time and money
than other modes of transportation when making long trips. A city purchasing
card should be used for air travel.
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b. Traveling by Automobile (City & Personal). When traveling in a City vehicle, the
employee should use a City assigned purchasing card for fuel expenses or their
own credit card if a City purchasing card is not available. Due to potential
liability considerations, transportation of persons not on official City business is
prohibited in City vehicles. The City is not responsible for damage to personal
vehicles while on official business, as the employee’s vehicle is not covered by
the City’s insurance coverage. When personal automobiles are used as a mode of
transportation for travel within the five state region, reimbursement will be
made at the mileage or allowance rate in effect at the date of travel. Payment of
mileage will be based on the most direct route from the point of departure
(home or office) to the point of destination. In instances when the person
receives a car allowance, additional mileage reimbursement is not allowed in
accordance with Minnesota state law.

c. Car Rental. Prior approval by the Department Head is required if it is necessary
to rent a car at the travel destination.

d. Lodging. Hotel or motel accommodations should be appropriate to the purposes
of the trip. Where multiple occupancy by other than City employees/officials
occurs, only the actual cost of the single room rate (if different from the double
room rate) may be claimed for reimbursement or charged. Expenses that are not
deemed reasonable and necessary will not be reimbursed. Some non-
reimbursable examples are: movies in your hotel room, fees to use the hotel’s
health club, dry cleaning, and personal items (such as toothpaste, shampoo, etc.)

e. Per Diem. The per diem allowance is a daily payment for meals and related
incidental expenses when overnight travel accommodations are necessary, in
accordance with published federal per diem rates instead of receipt based
reimbursement. An employee may claim an amount not to exceed the allowable
per diem rate in accordance with the Standard Federal Per Diem Rate Schedule
in effect at the time of travel (current per diem rates are located on the City’s
internal website). A City assigned purchasing card may NOT be utilized to pay
for meal expenses when per diem is claimed. The per diem allowance is separate
from lodging, transportation and other miscellaneous expenses. The per diem
allowance covers all charges, including taxes and service charges where
applicable for:

e Meals. Expenses for breakfast, lunch, dinner, snacks and related tips and
taxes (specifically excluded are alcoholic beverage and entertainment
expenses, and any expenses incurred for other persons).
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¢ Incidental expenses. Fees and tips given to porters, baggage carriers,
bellhops, and hotel maids.

Employee is entitled up to the allowable daily Federal per diem amount for the
area. Employees may claim full per diem for the day of departure and the day of
return from a business trip, regardless of the departure or arrival time. However,
for meals provided by the conference or training event, the daily per diem
amounts are adjusted by the following guidelines:

e If one meal is provided at no cost, the employee is still eligible for full per

diem.
e Iftwo meals are provided at no cost, per diem is reduced to two-thirds.
e Ifthree meals are provided at no cost, per diem is reduced to one-third.

Per diem cannot be used for travel related costs that do not involve an overnight
stay.

City Reimbursement of Travel Costs that do not Require Overnight Travel. Travel
plans involving expenses that do not require overnight travel accommodations
will be reimbursed based on actual cost substantiated by appropriate receipts.
The employee is entitled to reimbursement of meal expenses after submitting
actual receipts. No reimbursement is authorized if meals are provided during the
meeting or event. When available, the assigned City purchasing card should be
used for these type of activities. This includes training or meetings within the
metro area.

International Travel. For domestic travel purposes, the IRS definition of the
United States includes the 50 states and the District of Columbia. The purpose of
travel outside the United States for City business must be unquestionably
professional in content and should only be considered if a similar meeting,
conference, or training of similar quality cannot be found within the continental
limits of the United States. International travel expenses for business related
purposes are deductible, as outlined in the IRS Code Publication 463 (Travel
Outside the United States), but may be limited if the travel involves non-business
activities.

Other. Falsification of travel documents/expense reporting, resulting in
overpayment of the City’s assets, may be cause for disciplinary action. It is the
employee’s responsibility to:

e Maintain accurate records;

Page 40 of 69



e Make a conscious effort to minimize expenses while maintaining an
adequate level of comfort and convenience;

e Request reimbursement in an accurate and timely manner, 60 days or
less.

e Promptly (within 30-days), reimburse the city any travel related
expenses paid by the city that do not qualify as travel expenses in
accordance with the travel policy.

Membership Fees.
Upon approval of the department head, the city will pay for membership in professional
organizations where membership is required by law or is deemed beneficial to the city.

. Community Center Membership.

Full-time, benefit eligible employees and paid on-call firefighters are allowed to receive
a free annual membership (employee only) to the Shakopee Community Center.
Employees will be taxed on the value of the annual membership via payroll. Part-time,
temporary/seasonal employees will be eligible for a three-month membership and
taxed on the three-month value of the membership. For more information regarding
memberships refer to Administrative Policy No. 284.
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VIII.

HOLIDAYS

. Eligibility.

Non-union, benefits-eligible employees are entitled to time off with pay on the holidays
listed in section C, unless required by their supervisor to work due to the nature of their
duties or other exceptional conditions or circumstances. Benefits-eligible part-time
employees shall receive pro-rated holiday pay. Employees on unpaid leave at the time
of a holiday will not receive pay for the holiday. Benefits-eligible employees subject to a
union contract shall receive paid holidays as outlined in the current contract.

. Pay for Holidays Worked.

Non-exempt, benefits-eligible employees required to work on a holiday listed in section
C shall be paid at the rate of one and one-half times the employee’s base pay for the
hours worked, plus the employee’s regular rate of pay for the holiday. Employees are
considered to have worked a holiday only when their shift begins on a holiday, in which
case the entire shift shall be paid as a holiday. Exempt employees required by their
supervisor to work on a city-observed holiday shall be entitled to observe their holiday
on a different day, as approved by the supervisor.

Full-time firefighter positions will be given a holiday bank of 96 hours in January of
each year. Any employee who is required to work on any of the following holidays listed
will be compensated an additional one-half times their base pay rate for working on the
actual or observed holiday depending on which falls on their scheduled work shift.

Part-time and paid on-call employees who are not benefits-eligible but who are
required to work on a holiday listed in section C shall be paid at the rate of one and one-
half times their regular rate of pay for the hours worked. In the case of city departments
or functions that operate seven days per week, holiday pay shall be paid for the actual
holiday, rather than the observed holiday as defined below.

. Designated Holidays.

City offices shall be closed for business on each holiday listed below, but employees
may be required by their supervisor to work on holidays when the nature of their
duties or other conditions require.

When a holiday falls on a Saturday, the preceding Friday is a holiday. When a holiday
falls on a Sunday, the following Monday is a holiday. In calendar years during which
December 24 and/or December 25 fall on a weekend, the Christmas Eve holiday shall
be converted to a second floating holiday to be taken on a day of the employee’s choice
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as approved by their supervisor. If a holiday occurs during an employee’s scheduled
vacation, it shall not be counted as part of said vacation.

The following days are designated holidays:

Holiday Celebrated Date
New Year’s Day January 1
Martin Luther King’s Birthday Third Monday in January
President’s Day Third Monday in February
Memorial Day Last Monday in May
Juneteenth June 19
Independence Day July 4
Labor Day First Monday in September
Veterans Day November 11
Thanksgiving Day Fourth Thursday in November
Friday after Thanksgiving the Friday after the 4th Thurs. in Nov.
Christmas Eve December 24th
Christmas Day December 25th

. Floating Holiday.

Benefits-eligible employees, including those on probation, are awarded one Floating
Holiday per year, to be taken on a day of their choice, with prior approval of the
employee’s supervisor. Benefits-eligible part-time employees shall receive a pro-rated
floating holiday. The floating holiday must be taken and paid out by the 1st payroll in
December of any given year. An unused floating holiday shall be forfeited and may not
be carried over to the next payroll year nor paid as severance. Floating holidays must be
used prior to submitting a resignation. Once a resignation has been accepted any
unused floating holiday will be considered forfeited. The floating holiday shall be taken
in its entirety on a single day. A floating holiday may only be combined with hours
worked on a given day in the case of: employees called in by their supervisor for
unscheduled work (such as snow-plowing).
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IX.

LEAVES

A. Vacation Leave.

Amount. All full-time and benefits-eligible part-time employees shall accrue
vacation leave on a bi-weekly basis. For full-time, non-exempt employees, vacation
time shall accrue in accordance with the following schedule:

0 - 5 years employment 80 hours annually

6 - 15 years employment 120 hours annually

16 - 20 years employment 160 hours annually

21+ years employment 160 hours plus 8 hours for each year worked

over 20, to a maximum of 200 hours

Benefits-eligible part-time employees shall accrue vacation leave on a pro-rated
basis.

Measurement. Each twelve months of continuous employment with the City of
Shakopee shall count as one year of employment for the purpose of vacation leave.

Accumulation. Vacation leave provides time away from the job for rest and
recharging. It is in the best interest of the employee and the city that employees use
this benefit periodically.

Employees who have 0 to 15 years of employment with the city may accumulate no
more than 240 hours of vacation leave. Employees who have 16 or more years of
employment with the city may accumulate no more than 360 hours of vacation
leave. Under extraordinary circumstances, the city administrator may approve the
temporary accumulation of hours above the applicable cap.

When Taken. Vacation leave may be used no sooner than the next pay period after
earned, subject to approval by the department head.

Exempt Employees. Exempt employees shall accrue vacation leave on a bi-weekly
basis like all other employees. However, exempt employees shall accrue vacation in
accordance with the following schedule:
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0 - 5 years employment 120 hours annually

6 - 15 years employment 160 hours annually
16 - 20 years employment 200 hours annually
21+ years employment 200 hours plus 8 hours for each year worked over 20, to

a maximum of 240 hours
B. Sick Leave.

Accrual. Full-time, benefits-eligible employees shall accrue paid sick leave at the rate
of 3.69 hours on a bi-weekly basis. Benefits-eligible part-time employees shall
accrue sick leave on a pro-rated basis. An employee may accumulate no more than
960 hours of sick leave.

Use of Sick Leave.

e For the employee’s mental or physical illness, treatment or preventive care;

e A family member’s mental or physical illness, treatment or preventive care;

e Absence due to domestic abuse, sexual assault or stalking of the employee or a
family member;

e C(losure of the employee’s workplace due to weather or public emergency or
closure of a family member’s school or care facility due to weather or public
emergency; and

e When determined by a health authority or health care professional that the
employee or a family member is at risk of infecting others with a communicable
disease.

Family Members defined by ESST
Employees may use earned sick and safe time for the following family members:

e Their child, including foster child, adult child, legal ward, child for whom the
employee is legal guardian or child to whom the employees stands or stood in
loco parentis (in place of a parent);

e Their spouse or registered domestic partner;

e Their sibling, stepsibling or foster sibling;

e Their biological, adoptive or foster parent, stepparent or a person who stood in
loco parentis (in place of a parent) when the employee was a minor child;

e Their grandchild, foster grandchild or step-grandchild;

e Their grandparent or step-grandparent;
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e A child of a sibling of the employee;

e Asibling of the parents of the employee;

e A child-in-law or sibling-in-law;

e Any of the family members (mentioned above) of an employee’s spouse or
registered domestic partner;

e Any other individual related by blood or whose close association with the
employee is the equivalent of a family relationship; and

e Up to one individual annually designated by the employee.

i. Abuse of Sick Leave. Employees may only use sick leave for one of the
authorized reasons listed above. Employees using sick leave for unauthorized
purposes may be subject to discipline, and the employees’s time away from work
will be charged against their vacation time.

Proof. The city requires a notice of up to seven days in advance notice when the
need to use sick time is foreseeable. If the need is unforeseeable, the city requires
notice as soon as practicable. The city may require an employee provide reasonable
documentation of sick use when more than three consecutive days of sick time are
used. If the employee is unable to secure the requested documentation, the
employee shall provide a written statement indicating the employee is using sick
leave for a qualifying purpose.

Conversion. Employees who have accumulated more than 160 hours of sick leave
may elect to convert a portion of their sick leave to vacation leave. Such conversion
shall be limited to sixty hours of sick leave and may be converted at a rate of three
hours of sick leave to one hour of vacation leave. If an employee elects to convert
sick leave, the election must be in writing and be made once each payroll year at a
time and manner established by the city administrator.

C. Employee Sick & Safe Time (ESST)

Accrual. Employees who work 80 hours or more in a year (and who are not already
benefits eligible) are eligible to accrue ESST time. For every 30 hours worked, an
employee will accrue one (1) hour of ESST; to a maximum of 48 hours per year. Hours
carry-over year to year. No employee may have more than 80 hours of ESST time in
total. Employees may use ESST accruals as soon as they are earned and accruals will be
paid at the same hourly rate an employee earns from the position in which they are
missing.
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Use of ESST

e For the employee’s mental or physical illness, treatment or preventive care;

¢ A family member’s mental or physical illness, treatment or preventive care;

e Absence due to domestic abuse, sexual assault or stalking of the employee or a
family member;

e C(losure of the employee’s workplace due to weather or public emergency or
closure of a family member’s school or care facility due to weather or public
emergency; and

¢ When determined by a health authority or health care professional that the
employee or a family member is at risk of infecting others with a communicable
disease.

Family Members defined by ESST
Employees may use earned sick and safe time for the following family members:

e Their child, including foster child, adult child, legal ward, child for whom the
employee is legal guardian or child to whom the employees stands or stood in
loco parentis (in place of a parent);

e Their spouse or registered domestic partner;

e Their sibling, stepsibling or foster sibling;

e Their biological, adoptive or foster parent, stepparent or a person who stood in
loco parentis (in place of a parent) when the employee was a minor child;

e Their grandchild, foster grandchild or step-grandchild;

e Their grandparent or step-grandparent;

e A child of a sibling of the employee;

e Asibling of the parents of the employee;

e A child-in-law or sibling-in-law;

e Any of the family members (mentioned above) of an employee’s spouse or
registered domestic partner;

e Any other individual related by blood or whose close association with the
employee is the equivalent of a family relationship; and

e Up to one individual annually designated by the employee.

Unused accruals will not be paid out if an employee leaves employment regardless if it’s
voluntary or involuntary. Should an employee return to employment with the city
within 180 days of separation- they are entitled to the ESST hours accrued before
leaving.
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Proof. The city requires a notice of up to seven days in advance notice when the need to
use ESST is foreseeable. If the need is unforeseeable, the city requires notice as soon as
practicable. The city may require an employee provide reasonable documentation of
ESST use when more than three consecutive days of ESST are used. If the employee is
unable to secure the requested documentation, the employee shall provide a written
statement indicating the employee is using ESST for a qualifying purpose.

Abuse of ESST. Employees may only use ESST leave for one of the authorized reasons
listed above. Employees using ESST leave for unauthorized purposes may be subject to
discipline.

. Bereavement Leave.

Full-time, benefits eligible employees may use up to three (3) consecutive days of paid
bereavement leave for an immediate family member. Part-time benefits eligible
employees will receive a pro-rated amount based on their typical hours worked.
Bereavement leave is intended for the purposes of traveling to, planning and attending
funeral services. Immediate family members are defined for the employee or their
spouse as:

e Spouse

e Parent/Stepparent

e Grandparent

e (Child/Stepchild/Grandchild

e Sibling/Sibling-In-Law

e Any relative living with or permanently residing and dependent upon employee

Employees who need additional time off to grieve an immediate family member are
allowed to use available leave including sick, vacation or compensatory time.

One (1) day of sick leave may be used for all other bereavement situations for the
purpose of attending the funeral service.

. Paid Parental Leave

The city values building strong family relationships, the city will pay benefits eligible
employees 120 hours or three (3) weeks to care for a newly born or adopted child.

1. Eligibility. Employees eligible for the paid parental leave are those who have been
employed by the City of Shakopee for at least 12 months preceding the request and
are benefits eligible.
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2. Notice. Employees must give the city at least 30 days advance notice if the leave is
foreseeable. If the leave is not foreseeable, the employee must give as much notice
as is practicable. Employees must fill out and submit a Request for Paid Parental
Leave.

3. Start and Use of Leave. The leave begins at the time requested by the employee and
must begin within three (3) months of the birth or adoption. In the case where the
child must remain in the hospital longer than the mother, the leave must begin
within three (3) months after the child leaves the hospital.

The paid parental leave must be used in its entirety, at once. If not all three (3)
weeks are used, the remainder of the leave will be considered forfeited.

4. Use of Accrued Sick Leave, Vacation and/or Compensation Time. After the city’s paid
leave is exhausted and still while on parenting leave or FMLA, an employee must
then use any vacation, sick and/or compensatory time which they have accrued.
However, an employee may request to go on unpaid leave once they reach a balance
of 40 hours or less of each vacation and sick leave. All accrued compensatory time
must be used prior to requesting unpaid leave. The use of accrued paid leave does
not extend the length of the total parental leave (12 weeks).

F. Family & Medical Leave.

Purpose. The Family Medical Leave Act (FMLA) is intended to balance the demands
of the workplace with the needs of families, to promote the stability and economic
security of families, and to promote national interests in preserving family integrity.
It is intended to benefit employees as well as employers by providing up 480 hours
of unpaid, job-protected leave for the birth of a child, adoption, foster care and
certain family and medical reasons.

Eligible Employees. Eligible employees are those who have:
a. Been employed by the City of Shakopee for at least one year; and

b. Worked a minimum of 1250 hours within the previous twelve (12) month
period.

Circumstances Covered by Family Leave. Eligible employees must be provided an
with up to 12 weeks of unpaid leave each year for any of the following reasons:

a. To care for the employee’s child (birth or placement for adoption or foster care
with the employee);
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b.

To care for the employee’s spouse, son or daughter, or parent, who has a serious
health condition; or

For a serious health condition that makes an employee unable to perform his or
her job duties.

To care for family members injured while on active military duty or to respond
to the call-up of a family member in the National Guard or Reserves, as described
in subsection 5 below.

Serious Health Condition. A serious health condition is defined as any illness, injury,
impairment or physical or mental condition that requires:

a.

b.

Inpatient care in a hospital, hospice or residential medical care facility; or
Prenatal care; or

Any period of incapacity requiring absence from work, school or other regular
activities, of more than three consecutive calendar days, that also involves
continuing treatment by, or under the supervision of, a health care provider; or

Continuing treatment by, or under the supervision of, a health care provider for
a chronic or long-term condition that is incurable or so serious that, if not
treated, would likely result in a period of incapacity of more than three calendar
days.

Leave Related to Military Service of Family Member.
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a. Military Caregiver Leave. The city will grant an eligible employee who is a
spouse, son, daughter, parent, or next of kin of a covered service member with a
serious injury or illness up to a total of 26 work weeks of unpaid leave during a
“single 12-month period” to care for the service member. A covered service
member is a current member of the Armed Forces, including a member of the
National Guard or Reserves, who is undergoing medical treatment, recuperation,
or therapy, is otherwise in outpatient status, or is otherwise on the temporary
disability retired list, for a serious injury or illness. A serious injury or illness is
one that was incurred by a service member in the line of duty on active duty that
may render the service member medically unfit to perform the duties of his or
her office, grade, rank, or rating. The “single 12-month period” for leave to care
for a covered service member with a serious injury or illness begins on the first
day the employee takes leave for this reason and ends 12 months later. An
eligible employee is limited to a combined total of 26 work weeks of leave for
any FMLA-qualifying reason during the “single 12-month period.” (Only 12 of
the 26 weeks total may be for a FMLA-qualifying reason other than to care for a
covered service member.)

b. Qualifying Exigency Caregiver Leave. The city will grant an eligible employee up
to a total of 12 work weeks of unpaid leave during a rolling 12-month period
that starts at the time of the FMLA qualifying event, for FMLA leave for qualifying
exigencies arising out of the fact that the employee’s spouse, son, daughter, or
parent is on active duty, or has been notified of an impending call or order to
active duty, in support of a contingency operation. Under the terms of the
statute, qualifying exigency leave is available to a family member of a military
member in the National Guard of Reserves; it does not extend to family members
of military members in the Regular Armed Forces.

Qualifying exigencies include: (1) short notice deployment; (2) military events
and related activities; (3) child care and related activities; (4) financial and legal
arrangements; (5) counseling; (6) rest and recuperation; and (7) post-
deployment activities.
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Length of Leave. The length of FMLA leave is not to exceed twelve (12) weeks in any
twelve (12) month period, except in cases of Military Caregiver Leave, which may
extend to 26 weeks, as described in 5a above. When applicable, FMLA leave shall be
taken simultaneously with the Minnesota Parenting Leave, as described in
paragraph (F) of this section. The entitlement to FMLA leave for the birth or
placement of a child expires twelve (12) months after the birth or placement of the
child.

Leave Year. The leave year will begin the first day the employee is absent from work
on FMLA leave.

Notice. An employee must give the City at least 30 days advance notice if the leave is
foreseeable. If leave is not foreseeable, the employee should give as much notice as
is practicable.

Medical Certification. Upon request, an employee must provide a medical
certification for their own serious health condition or that of a child, spouse, or
parent of the employee. A “Certificate of Health Care Provider” form can be obtained
from the City’s HR Manager. It is to be completed by the attending physician or
practitioner. Documentation may also be required in the case of leave related to the
military service of a family member.

Use of Accrued Sick Leave (or ESST), Vacation Leave & Compensatory Time. During
FMLA leave, an employee must use any sick leave (or ESST), vacation leave and
compensatory time which they have accrued. Police officers also have the option of
utilizing available holiday leave. However, an employee may request to go on unpaid
leave once they reach a balance of 40 hours or less of sick or ESST leave and
vacation leave. All accrued compensatory time must be used prior to requesting
unpaid leave.

The use of sick leave, ESST, vacation leave and compensatory time occurs
simultaneously with FMLA leave and cannot be used to extend or substitute for
FMLA leave.

Use of approved FMLA leave will not constitute a break in service for purposes of
computing years of service.

Both Spouses Employed by the City. When both spouses are employees of the city,
each spouse may take up to 12 weeks of FMLA leaver per year. The leave may run
simultaneously.
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Insurance Continuation. During FMLA leave, the city shall maintain coverage for the
employee under the city’s group health plan. These benefits will be maintained
under the same conditions, and at the same level of city contribution, as before the
employee goes on leave. If there are changes to the city’s contribution levels and/or
premium rates while the employee is on leave, those changes will take place as if the
employee were still on the job. The employee will be required to continue payment
of the employee portion of the health care and/or other insurance coverage they
choose to continue. During such time as FMLA leave is paid, the City of Shakopee
will continue to collect the employee’s share of the premium through payroll
deductions.

The employee may choose not to retain health care or other insurance coverage
during FMLA leave. When the employee returns from leave, he or she will be
reinstated on the same terms as prior to taking leave, without any qualifying period,
physical examination, exclusion of preexisting conditions or other requirement.

Premium Reimbursement. The employee will be required to reimburse the city for
any premiums paid during FMLA leave if the employee does not return to work for a
minimum of 30 calendar days, unless the employee cannot return to work due to the
continuation of a serious health condition of the child, spouse, parent or employee,
or due to other circumstances beyond the control of the employee but related to the
FMLA leave.

Leave Accrual. The employee will not accrue vacation and sick leave while on
unpaid FMLA leave. Employees using a combination of paid and unpaid leave, or
intermittent unpaid leave, will accrue vacation and sick leave on a pro-rated basis.
Employees using paid leave will continue to accrue vacation and sick leave.

Key Employees/Return to Work. A key employee is defined as an employee who is
in the highest paid 10% of all employees. A key employee may be denied
reinstatement to the same or an equivalent position after FMLA leave if the denial is
necessary to prevent substantial economic injury to the city’s operations.

Intermittent Leave. FMLA leave may be taken intermittently or on a reduced
schedule if medically necessary or in the case of leave related to the military service
of a family member. If not medically necessary, the department head and city
administrator’s approval is required. The city may require the employee to transfer
to an alternative position of like status and pay while on intermittent leave. If leave
is taken intermittently, it will not affect the status of an exempt employee under the
Fair Labor Standards Act. All requests for intermittent leave will be evaluated on a
case-by-case basis.
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Return to Work. An employee returning to work from FMLA leave is entitled to the
same position he or she held when the leave began, or to an equivalent position,
with equivalent benefits, pay and other terms and conditions of employment.

The employee will be required to submit a fitness for duty or return-to-work report,
signed by the treating doctor, prior to returning to work if FMLA leave was for the
employee’s own serious health condition.

Effect on the Unpaid Leave of Absence Policy. This policy is not intended to conflict
with the city’s Unpaid Leave of Absence policy. That policy will continue to apply in
situations that are not addressed by the FMLA.

Governed by Law. This FMLA leave policy is intended to be a general summary of
the law. FMLA leave is governed by federal or state regulations. Those regulations
shall control if they conflict with this policy.

G. Bone Marrow Donor Leave.
As prescribed by Minn. Stat. Sec. 181.945 and 181.9456, certain employees are eligible
to take a paid leave of up to 40 hours to undergo medical procedures to donate organs
or bone marrow.

H. Leave Donation Policy

Scope
This policy applies to all full-time, benefits eligible employees of the City of
Shakopee.

Purpose

This policy establishes a leave donation program, through which eligible employees
may voluntarily donate a portion of their accrued sick or vacation time to a bank to
be converted to assist another employee who has exhausted all forms of paid leave
due to a medical emergency.

Definitions

a. Medical emergency
A physician’s diagnosis of a major life-threatening event of an employee or
immediate family member that will require the employee to be absent a
prolonged period from their employment duty.

b. Immediate family
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For the purpose of this policy shall include employee’s spouse, children, parents,
and includes the children, parents, of the employee’s spouse, and any person
regularly residing in the employee’s immediate household.

c. Qualifying major life-threatening event
Includes but is not limited to heart attack, stroke, cancer, organ transplant, life
threatening illness or condition as defined by a physician’s diagnosis using the
FMLA medical certification of the catastrophic health problem.

d. Policy
In accordance with the terms and conditions of this policy, employees having
accrued vacation and sick time can donate a portion of accrued leave to a bank of
hours to be used to assist fellow employees experiencing a medical emergency.
The city administrator has the right to deny or limit use of donated leave if it is
determined to be in the best interest of the city.

Nothing in this policy will be construed to limit or extend the maximum
allowable absence under the Family Medical Leave Act (FMLA). This program is
to run concurrently with FMLA.

Eligibility

a. Donors
Donor employees must be benefit eligible to participate in the leave donation
program. Donors must have more than 120 total hours of accrued vacation, sick
and compensatory time available after the donation.

b. Recipients
Recipient employees must be benefit eligible to participate in the leave donation
program. Recipients must have a documented medical emergency and must have
a combined balance of less than 40 hours in accrued sick, vacation and
compensatory time. Employees receiving workers’ compensation benefits from
city-related injuries or illnesses are not eligible to receive donations.

Conditions
The terms and conditions governing the Leave Donation Program are as follows:

a. Requests for leave donation
Request and donation forms are on the intranet or in Human Resources.
Completed forms must be submitted to Human Resources. Human Resources
will review the request. The approval of a request remains valid until the
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employee notifies Human Resources to annul the approval or the employee
becomes ineligible to participate in the program.

b. Participation
Participation is voluntary and no employee shall pressure or otherwise attempt
to influence another employee to donate accrued time. Human Resources may
post information and general request information to inform employees of the
program, and inform employees if there is a need for donated leave hours. All
donations will be kept confidential and the city will not inform the recipient of
the names of those donating hours or the number of hours which have been
donated. No provisions of this policy or its administration shall be subject to
review under the grievance or arbitration provisions of any collective bargaining
agreement.

Recipient

An employee is eligible to receive donated leave only for time lost from normal work
hours and only to make them financially whole once their own paid leave banks
have been exhausted. The Leave Donation Program wages shall be limited to the
amount equal to that individual's regular gross earnings per pay period (i.e. current
hourly base pay rate multiplied by regularly scheduled hours of work per pay
period).

Leave donations can be made only after an employee is forced by a medical
emergency to be absent from work for more than five scheduled working days.
Transfers of leave hours will be on an hour-by-hour basis; each hour of donor leave
will be credited as an hour of leave for the recipient, paid at the recipient’s current
wage, regardless of any differences in pay levels. The IRS has ruled that these
payments are considered wages and taxable income for the recipient.

An employee may only receive leave donations once per 12-month period and may
not receive more than a total of 40 work days or 320 hours of donated leave for any
single major life-threatening disease or condition.

Donated leave hours will not be counted toward seniority or leave accrual for the
recipient. The recipient’s anniversary date will be extended by the length of absence
while participating in the Leave Donation Program. Donated hours will not count
toward leave accumulation for the recipient or be used to extend medical benefits
while using donated time. Employees will not accrue time while using donated
leave.
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Receipt of donated leave will not be allowed once an employee is judged to be
disabled by the major medical condition and will not be returning to work. Donated
time cannot be used for severance pay, deposited into a sick leave bank, paid to an
employee in the form of cash or used in any other manner other than what is stated
in this section of the policy.

Donor

An eligible employee who donates vacation and/or sick time understands this time
is a "gift" and that the donated leave will be irrevocable, that the donating employee
does not control the employee receiving the donated leave once donated, and any
receiving employee has no obligation to pay it back. The IRS has ruled that the
employee donating the leave realizes no income and incurs no tax-deductible
expense or loss, either upon donation of leave or payment to the recipient.

Donation of accrued time must be in whole hours, and will be donated to a bank. An
employee may donate no more than 40 hours of leave per calendar year. Donated
leave hours will be processed in the order of the date the donated leave was
received by the pool, with the earliest date processed first. Donated leave will be
held until the following pay period(s), when it is needed, and processed at that time.
Once donated time has been transferred to the donated leave bank the donor may
not revoke the transaction, even if it has not yet been paid.

Exceptions

Exceptions to these requirements must be approved by the city administrator, and
will only be granted in rare and unusual circumstances. Any questions regarding
this program should be directed to Human Resources.

The city specifically retains the right to administer the program in the manner it
deems to be in the best interest of the city, including the right to amend, to alter, to
further limit or to eliminate the program.

I. Parenting Leave.
As prescribed by Minn. Stat. Sec. 181.940 - 181.944 certain employees are entitled to
up to twelve (12) weeks of unpaid parenting leave upon the birth or adoption of a child.

Eligible Employees. Eligible employees are those who have been employed by the
City of Shakopee for at least twelve months preceding the request and worked an
average of 20 hours or more per week.
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Notice. Employees must give the city at least 30 days advance notice if the leave is
foreseeable. If the leave is not foreseeable, the employee must give as much notice
as is practicable.

Start of Leave. The leave begins at the time requested by the employee and must
begin within twelve months of the birth or adoption. In the case where the child
must remain in the hospital longer than the mother, the leave may not begin more
than six weeks after the child leaves the hospital.

Length of Leave. The length of leave is determined by the employee but may not
exceed twelve (12) weeks. If the employee has any FMLA Leave eligibility remaining
at the time this commences, this leave will also count toward FMLA Leave. The two
leaves will run concurrently until eligibility is exhausted.

Use of Accrued Sick Leave, Vacation Leave &/or Compensatory Time. While on
parenting leave, an employee must use any vacation leave and compensatory time
which they have accrued. However, an employee may request to go on unpaid leave
once they reach a balance of 40 hours or less of vacation leave. All accrued
compensatory time must be used prior to requesting unpaid leave.

The use of accrued vacation or compensatory time occurs simultaneously with the
parenting leave and does not extend the length of the parenting leave.

Insurance Continuation. Employees utilizing sick, vacation or compensatory time
while on parenting leave will have their benefits maintained under the same
conditions and at the same level of city contribution as before the employee goes on
leave. Employees utilizing unpaid parenting leave may choose to continue coverage
under the city’s group health plan at their own expense.

Status of Benefits. An employee will not accrue sick and vacation leave while on
unpaid parenting leave. An employee using a combination of paid and unpaid leave
will accrue sick and vacation leave on a pro-rated basis. An employee using paid
leave will continue to accrue sick and vacation leave.

Return to Work. An employee returning from parenting leave will be reinstated to
the same position or an equivalent position of comparable duties, number of hours
and pay.
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Impact on Family Medical Leave Act (FMLA). In most cases the Family Medical Leave
Act (FMLA) policy will be applied to employees at the time of a birth or adoption
because the provisions of FMLA are more beneficial to the employee. However,
employees working between 20-24 hours per week are not eligible for FMLA but are
eligible for parenting leave. In addition, an employee who has used the twelve (12)
week allotment under FMLA for a serious health condition remains entitled to
parenting leave for the birth or adoption of a child.

J. School Conference and Activities Leave.
As prescribed by Minn. Stat. Sec. 181.9412, an employee will be granted limited unpaid
leave upon request for a child’s school conferences or classroom activities, if the
conference or classroom activities cannot be scheduled during non-work hours.

K. Voting Leave.
Employees are eligible for voting leave as provided by state law. Each employee shall
notify their supervisor prior to being absent to minimize workplace disruptions

L. Jury or Witness Duty.
When an employee performs jury duty or is subpoenaed as a witness in court or
voluntarily serves as a witness in any case in which the city is a party, the employee is
entitled to compensation from the city equal to the difference between the employee’s
regular pay and the amount received as a juror or witness. An employee who receives
notice of jury duty or witness service shall notify the employee’s supervisor
immediately and provide a copy of the notice in order that arrangements may be made
to cover the employee’s position.

M. Military Leave.

Paid Leave. Pursuant to Minnesota Statues Section 192.26, employees who are
members of the National Guard, or any other branch of the state militia or the
officers’ reserve corps, the enlisted reserve corps, the Naval Reserve, the Marine
Corps reserve or any other reserve branch of the military or naval forces of the
United States are entitled to a paid leave of absence of up to fifteen (15) days in any
calendar year for training or active service authorized by the proper authority. The
employee shall not lose pay, seniority, vacation level, sick leave or any other benefits
during the leave of absence. The leave will not be allowed if the employee does not
return to work immediately upon being relieved from service, unless the employee
is prevented from returning by physical or mental disability or other cause not the
employee’s fault or is required by the proper authority to continue in service
beyond the 15-day leave period.
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Unpaid Leave. Pursuant to 192.261 and U.S.C. Title 38, Sec. 2021, an employee who
engages in active service in any of the military or naval forces of the state or the
United States for which leave is not otherwise allowed by law is entitled to an
unpaid leave of absence, with rights of reinstatement as provided by state and
federal law. Such rights include, but are not limited to, the right to return to the
same job or to a position with like seniority, status and pay if such a position is
available at the same pay which the employee would have received if the leave had
not been taken. Reinstatement is subject to the following conditions: 1) the position
has not been abolished or its term has not expired; 2) the employee is not physically
or mentally disabled from performing the duties of the position; 3) the employee
applies for reinstatement within 90 days after termination of military service or
within 90 days after discharge from hospitalization or medical treatment resulting
from military service, provided that such application is within one year and 90 days
after termination of military service; 4) the employee submits an honorable
discharge or other form of certification that the employee’s military service was
satisfactory.

Differential Pay. The City of Shakopee values the sacrifices made by employees who
volunteer to serve their country through the National Guard and U.S. Armed Forces
Reserves. The city aims to support such employees when they are called to active
duty, and have them return safely and resume their civilian role with the city. In an
effort to balance this desire with the realities of the city budget, the city offers
employees the following opportunity in addition to the protections and benefits
guaranteed by state and federal law. Full-time employees called to active military
duty in the National Guard or U.S. Armed Forces Reserves for a period exceeding 30
days may request differential pay and/or continuation of benefits, if their expected
military pay is less than their city pay. Requests must be made prior to the
employee’s departure and will be considered by the City Council on a case by case
basis.

Rights of Others. An employee promoted or hired to fill a vacancy created by a
person being on military leave may be appointed to the position subject to the
return of the employee on military leave. Upon return of the employee on military
leave, a promoted employee may be restored to the employee’s original position or
an equivalent position. A replacement employee may be subject to layoff if no other
position is available.
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N. Unpaid Leave of Absence.

Regular Unpaid Leave of Absence. Upon written request, the city administrator may
grant an unpaid leave of absence for a period not to exceed 90 days to an employee
who has exhausted their paid vacation and compensatory time. Under no
circumstances may an employee use a leave of absence to work for another
employer or to pursue self-employment. The employee must request a leave of
absence in writing and forward it to their immediate supervisor, who will then
direct the request to the department head or the city administrator with the
supervisor’s/department head’s recommendation. An unpaid leave of absence
requires the advance written approval of the city administrator. The City Council
may extend such leave to a maximum period of one year if the employee is disabled
or where the City Council finds extraordinary circumstances warrant such
extension. Benefits including vacation leave, sick leave, holidays or other forms of
indirect compensation will not accrue during an unpaid leave of absence. The
employee may continue to be covered by group medical, dental and life insurance,
but will be responsible for paying one hundred percent (100%) of the premium
costs.

0. Absence Without Leave.
An employee who is absent and fails to report the reason to the employee’s supervisor
within one hour following the start of the employee’s workday may be subject to
discipline, which may include deduction of pay for the period of absence.
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