Section 26. Paid Parental Leave

Employees who have completed their initial probationary period (or successfully completed six

months of their probationary period for Police and Fire) eneyearofservice-with-the Fown-of
Apex-and-who-guatify-forFamily-Medical-teave are eligible for Paid Parental Leave. Paid

parental leave is in addition to an employee’s accrued vacation or sick leave. Qualifying events
for parental leave include the following:

e  Birth of a child of the employee;

e The legal placement of a child with the employee for adoption, foster care or
guardianship; or

e The placement of a child with the employee for whom the employee permanently
assumes and discharges parental responsibilities (in loco parentis).

An employee may receive paid parental leave for one qualifying event within a rolling twelve
month period. The amount of paid parental leave for any one person shall not exceed eight
weeks in a twelve month period.

If both parents are employed by the Town and have one qualifying event, each parent is eligible
for the eight weeks of paid parental leave. Each parent can use their allocated eight weeks of

paid parental leave,eitherconsecutivel-orintermittently.

mieeﬁmkt-tem-l-y—m—mqe—week—maemem-s— Employees shall prowde advance notice to their

supervisor of paid parental leave dates. The total amount of paid parental leave shall not
exceed 320 hours for employees who work a 40-hour week schedule and is pro-rated for
employees who work more or less than 40 hours per week.

An employee out of work and receiving paid parental leave may not work a secondary job
during the same hours an employee would normally be at work, or work any off duty
assignments during the parental leave period.

All Town-provided benefits will continue to be paid by the Town during the time the employee
is out of work on Parental Leave. Sick and vacation leave will continue to accrue while the
employee is in a paid parental leave status.

An employee who wishes to use parental leave shall follow the Town’s procedures for
requesting FMEA-anrdreguest paid parental leave atthesametime. EMEAleaveand- Paid
parental leave are is approved through the HR Department, and no individual supervisor may
deny an employee’s request for FMHEA-ef paid parental leave. AreEmployees may will be
required to submit supporting documentation to satisfy eligibility requirements for paid
parental leave and-FMLEA.



An employee must return to work after the duration of any approved parental/FMEA leave. An
employee who does not return and at least provide and work the 2 week notice requirement will
be required to pay the Town back for any paid parental leave received and their last day physically

worked WI|| be considered their last day of employment Femaﬂ—aet-wel-y—emplreyed-by—t-he;ewn

Section 27. Paid Caregiver Leave

Employees who have completed their initial probationary period (or successfully completed six
months of their probationary period for Police and Fire) eneyear efservice with the Town of
Apex and-who-gualify-forFamily-Medical-Leave are eligible for up to three (3) weeks of Paid
Caregiver Leave. Paid Caregiver leave is in addition to an employee’s accrued vacation or sick
leave. Qualifying events for Caregiver leave include the following:

e To care for an immediate family member with a serious health condition. “Immediate
family member” shall be defined as spouses, children (regardless of age), parents,
siblings, grandparents, grandchildren (regardless of whether such family members are
reIated by bIood adoptlon or marrlage) and guardlans éeﬂeus—hea#h—eendmens—

An employee may receive paid Caregiver leave for all qualifying events within a rolling twelve
month period. The amount of paid Caregiver leave for any one person shall not exceed three
weeks in a twelve month period.

ntermittently-inone-weekinerements—Employees shall provide advance notice to their
supervisor of paid Caregiver leave dates. The total amount of paid Caregiver leave shall not
exceed 120 hours for employees who work a 40-hour week schedule and is pro-rated for
employees who work more or less than 40 hours per week. An employee out of work and
receiving paid Caregiver leave may not work a secondary job during the same hours an
employee would normally be at work, or work any off duty assignments during the Caregiver
leave period.



All Town-provided benefits will continue to be paid by the Town during the time the employee
is out of work on Caregiver Leave. Sick and vacation leave will continue to accrue while the
employee is in a paid Caregiver leave status.

An employee who wishes to use Caregiver leave shall follow the Town’s procedures for
requesting FMEAardreguest Paid Caregiver leave atthe-same-time. EMAleaveand-pPaid
Caregiver leave are is approved through the HR Department, and no individual supervisor may
deny an employee’s request for EMEA-er Paid Caregiver leave. An-eEmployees may will be
required to submit supporting documentation to satisfy eligibility requirements for Paid
Caregiver leave and-FMLEA.

An employee must return to work after the duration of any approved Caregiver/EMLA leave.
An employee who does not return and at least provide and work the 2 week notice
requirement will be required to pay the Town back for any paid caregiver leave received and
their last day physically worked will be considered their last day of employment. Ar-employee

Section 10. Tuition Assistance Program

It is the policy of the Town of Apex to provide educatienat tuition assistance to employees who
desire to further their education through a degree program in a career field that would benefit
the Town and increase their ability and knowledge to pursue promotional opportunities. The
amount of educational assistance provided per employee will be determined annually based on
the approved budget and maintained in the Human Resources Department. Employees are
expected to pursue coursework outside regular work hours, on their own time.

Employees interested in pursuing a degree from an accredited university or college shall submit
an-Educational-Assistanee Tuition Reimbursement Application form arnually for Town approval.
Priority will be given to employees in a degree program for which approval has been given in
the prior budget year (assuming the employee continues to meet all policy requirements).
Town of Apex will reimburse the costs of registration, fees, tuition, student and lab fees, upon
completion of the course and certification by the institution that final grades meet the
standards of the Town of a “C” or better up to the maximum allowed for the fiscal year. For
classes that are considered “Pass/Fail,” a “Pass” for the course will be considered as satisfactory
completion. The first and/or last day of the course must be within the fiscal year for which
reimbursement is requested Employees receiving additional reimbursements for coursework
from sources outside the Town may not receive total reimbursements in excess of 100 percent



of the total tuition cost. Requests for tuition assistance shall be submitted to the Human
Resources Department Offiee-prior to course registration and are subject to review and
approval by Human Resources.

All full-time regular employees who have successfully completed the Town’s probationary
period are eligible to receive this benefit. Eligible employees must be employed continuously
for the entire academic session in order to qualify for reimbursement. Employeesare-expected

separation-from-employment-Employees who have been approved for tuition assistance but
separate from the Town prior to the ending of the course and/or receiving reimbursement will
not be eligible for reimbursement.

Human Resources will notify employees of the apphicatienperiod process for participation in
the Educational-Assistance Tuition Reimbursement Program and will provide the forms for both
application and reimbursement.



