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for consideration by the Apex Town Council

ltem Type: CONSENT AGENDA
Meeting Date: May 25, 2021

ltem Details

Presenter(s): Mary Beth Manville, Human Resources Director
Department(s): Human Resources

Requested Motion

Motion to approve the revisions of the Town’s Shared Leave policy.

Approval Recommended?

Yes

[tem Details
Under the Town's current shared leave policy, an employee must have worked for the Town for at least one
year before becoming eligible for shared leave. While new hires with the Town begin accruing sick and
vacation leave from day 1 of their employment, it doesn’t always add up to enough to cover them if an
unexpected medical emergency occurs within their first year of employment. To accommodate this specific
situation, staff proposes that the policy be modified to allow an exception to the one-year requirement if an
employee has an emergency medical issue that causes them to be out of work. If approved by Council, the

policy would be modified as indicated in red, below.

Section 23. Shared Leave
An employee may donate vacation leave to another employee who meets the criteria to participate in the

Town'’s shared leave program. An employee is eligible to receive shared leave when the employee:

e has been a full-time employee of the Town of Apex for one year*;

e has a serious medical condition or has an immediate family member with a serious health condition,
as qualified under FMLA, that requires the employee to miss 20 consecutive workdays, or
experience excessive intermittent absences due to the same or another serious health condition;

e has exhausted all sick, vacation and compensatory leave time;

e produces medical documentation to support the need for leave beyond the available accumulated
leave;

e applies for, or is nominated by a co-worker to receive shared leave.




* This requirement may be waived by the Town Manager if the full-time employee can provide medical
documentation to support the need for leave in advance of meeting the one-year requirement. In most

cases, this will be for very serious health conditions or medical procedures of an emergent nature.

Employees out of work on workers’ compensation leave or employees receiving short-term disability

benefits are not eligible for shared leave.

All applications or nominations for shared leave should be made to the Human Resources Department who
will administer the shared leave policy. Leave may be made available for use on a current basis and is not
retroactive beyond the current pay period. All leave donations are strictly voluntary and are kept
confidential. Leave donations must be a minimum of 4 hours and are credited to the sick leave account of
the shared leave recipient. Any unused donated leave shall be returned to the donor(s) on a pro-rata basis

and credited to the leave account from which it was donated.

It is the responsibility of the employee requesting leave to monitor their leave usage and notify Human
Resources/Payroll of the amount of leave they need for each pay period. Once the donations have run out,
the employee may request for HR to send another announcement requesting donations; however, HR

announcements for shared leave requests will be made no more than every 4 weeks.

Requests for shared leave will be active for a period of 3 months from the date the leave is requested,
assuming the leave is still needed for the same condition. After 3 months, the shared leave request is
considered void and a new request must be made, documenting the reasons for need of continued shared

leave.

Attachments

e N/A



