
5.6 MEAL BREAKS AND REST PERIODS 
A fifteen (15) minute paid rest break, or time to use the nearest restroom, whichever is longer, is allowed 
within each four (4) consecutive hours of work.. An unpaid 30 minute meal period is provided when an 
employee works six (6) or more consecutive hours.  Departments with unique job or coverage requirements 
may have additional rules, issued by the supervisor and subject to approval of the City Administrator, on 
the use of meal breaks and rest periods.  
 
In accordance with Minnesota law, nursing mothers will be provided reasonable time to express milk for an 
infant child.  When possible, the break time will run concurrently with any other break time already provided 
to the employee.  Reference the Reasonable Accommodation policy.  
 
7.1 SICK LEAVE 
Sick leave is an authorized absence from work with pay, granted to eligible full-time and ¾-time employees.  
 
Employees are to use this paid leave only when they are unable to work for medical reasons and/or under 
the conditions explained below.  Employees are required to exhaust their sick leave balance prior to 
approval of an unpaid medical leave of absence except in the case of an absence due to a worker’s 
compensation claim or a long-term disability (LTD) claim. Sick leave does not accrue during an unpaid 
leave of absence. 
 
Full-time employees will earn sick leave at the rate of one (1) day or 8 hours for each month of service and 
can accumulate up to 120 days or 960 hours at this rate.  Beyond 120 days or 960 hours, sick leave will 
continue to accumulate at a rate of 1/2 day or 4 hours for each month of service.   
 
If at any time the accumulation drops below 120 days or 960 hours the employee will then accumulate one 
(1) day or 8 hours for each month of service up to 120 days or 960 hours and then continue accumulating 
1/2 day or 4 hours for each month of service.   
 
When an employee reaches 120 days or 960 hours or more of accumulated sick leave and the employee 
utilizes sick leave time, it shall first be withdrawn from the 960 hour portion and not from total accumulated 
sick leave.  

 
Non-union full-time employees hired after January 1, 2003 will be limited to a maximum accumulation of 
1,200 hours of sick leave.  Employees covered under collective bargaining agreements should reference 
their individual agreements for eligibility and maximum accruals.   
 
For the purpose of accruing sick leave only, employees with a date of hire that is on or before the 5th of the 
month shall be considered to have started employment on the first day of that month.  Employees with a 
date of hire between the 6th and the 21st of the month will receive 4 hours sick leave for that month.  
Employees with a date of hire on or after the 22nd of the month shall be considered to have started 
employment on the first of the month following the date of hire. 
 
Employees may use accrued sick leave benefits for an absence due to illness or injury.  Sick leave may be 
granted when the employee is unable to perform work duties due to illness, injury, or disability, the necessity 
for medical, dental, chiropractic, or psychological care, for child birth or pregnancy disability, maternity or 
paternity leave, or exposure to contagious disease where such exposure may endanger the health of 
others.   
 
Accrued sick leave benefits may also be used for absences due to an illness or injury to the employee’s 
child, adult child, sibling, spouse, parent, mother-in-law, father-in-law, stepparent, grandchild, and 
grandparent.    
 
An employee may utilize accrued sick leave for “safety leave” for reasonable absences for themselves or 
the following relatives, the employee’s: child/adult child, spouse, sibling, parent, stepparent, mother/father-
in-law, grandchild, and grandparent.  Safety leave is leave for the purpose of providing or receiving 
assistance because of sexual assault, domestic abuse, or stalking.    
 



An employee’s use of accrued sick leave and/or safety leave benefits for an adult child, sibling, parent, 
stepparent, mother/father-in-law, grandchild, and grandparent are limited to 160 hours of combined time 
per calendar year (January to December).   
 
Sick leave may also be used following the death of an employee’s spouse/domestic partner, child, or step-
child, up to a maximum of 40 hours.  Sick leave for this purpose must be used consecutively with funeral 
leave, and must be pre-approved by the Supervisor.   
 
When an employee finds it necessary to be absent from work for a qualifying reason under this policy, the 
employee must report the absence to the appropriate supervisor within one (1) hour after the employee's 
starting time, unless departmental policy requires prior notification. Sick leave may not be approved unless 
such report has been made. 
 
After an absence, a physician’s statement may be required on the employee’s first day back to work, 
indicating the nature of the illness or medical condition and attesting to the employee’s ability to return to 
work and safely perform the essential functions of the job with or without reasonable accommodation.  
 
Any work restrictions must be stated clearly on a return-to-work form. Employees who have been asked to 
provide such a statement may not be allowed to return to work until they comply with this provision. Sick 
leave may be denied for any employee required to provide a doctor’s statement until such a statement is 
provided.  
 
The City has the right to obtain a second medical opinion to determine the validity of an employee’s sick 
leave claim, or to obtain information related to restrictions or an employee’s ability to work. The City will 
arrange and pay for an appropriate medical evaluation when it is required by the City.  
 
Each supervisor is responsible for accurately certifying the sick leave used and obtaining supporting 
documentation, as required.  Supporting documentation will be maintained as a confidential record by 
Human Resources.  Any employee who makes a false claim for sick and safe leave will be subject to 
disciplinary action, up to and including termination.  
 
Sick and safe leave cannot be transferred from one employee to another.  
 
Upon the death, retirement, resignation or disablement to the extent an employee can no longer work for 
the City, the employee or his/her estate shall be compensated for unused accumulated sick and safe leave 
in accordance with the following schedule: 
 

Length of Service Percent Paid of Unused 
Accumulated Sick and Safe Leave 

< 5 years 0% 

> 5 years up to 10 years 20% 

> 10 years up to 15 years 30% 

> 15 years up to 20 years 40% 

> 20 years 50% 

 
Employees that are terminated from the City due to disciplinary actions will not be compensated for any 
unused accumulated sick and safe leave. 
 
If more than one form of leave applies during the same period of time (e.g., Family and Medical Leave Act 
may apply during an employee’s medical leave), the two leaves will run concurrently until eligibility for either 
leave expires. 
 
Earned Sick and Safe Time (ESST) Leave Cross-Designation for Full-Time and ¾ Time Employees: 
The first 48 hours of paid sick leave a full-time or ¾ time employee uses per calendar year will be cross-
designated as earned safe and sick time (ESST) leave.   
 
If you choose to use all of your available paid sick hours for reasons other than those outlined in this policy 
as ESST eligible hours, you will not be provided with additional ESST hours.  While you may use any 



available sick hours you have for an ESST purpose until ESST has been exhausted, you will not be provided 
with additional ESST hours once your available ESST hours have been exhausted. 
 
The following provisions apply to ESST-designated leave. 
 
ESST Leave Use 
ESST leave may be used as it is accrued.  ESST leave may be used in increments of 15-minutes or greater 
for the following circumstances: 
 

1) An employee’s own: 
a. mental or physical illness, injury, or other health condition. 
b. need for medical diagnosis, care or treatment of a mental or physical illness injury, or health 

condition. 
c. need for preventative medical or health care. 
d. need to make arrangements for or attend funeral services or a memorial, or address 

financial or legal matters that arise after the death of a family member. 
2) Care of a family member: 

a. with a mental or physical illness, injury, or other health condition. 
b. who needs medical diagnosis, care, or treatment of a mental or physical illness, injury or 

other health condition; or 
c. who needs preventative medical or health care. 

3) Absence due to domestic abuse, sexual assault, or stalking of the employee or employee’s family 
member, provided the absence is to: 

a. seek medical attention related to physical or psychological injury or disability caused by 
domestic abuse, sexual assault, or stalking. 

b. obtain services from a victim services organization. 
c. obtain psychological or other counseling. 
d. seek relocation or take steps to secure an existing home due to domestic abuse, sexual 

assault, or stalking. 
e. seek legal advice or take legal action, including preparing for or participating in any civil or 

criminal proceeding related to or resulting from domestic abuse, sexual assault, or stalking. 
4) Closure of the employee’s workplace due to weather or other public emergency or an employee’s 

need to care for a family member whose school or place of care has been closed due to weather 
or other public emergency. 

5) The employee’s inability to work or telework because the employee is:  
a. prohibited from working by the employer due to health concerns related to the potential 

transmission of a communicable illness related to a public emergency; or 
b. seeking or awaiting the results of a diagnostic test for, or a medical diagnosis of, a 

communicable disease related to a public emergency and such employee has been 
exposed to a communicable disease or the employer has requested a test or diagnosis; 
and 

6) When it has been determined by the health authorities having jurisdiction or by a health care 
professional that the presence of the employee or family member of the employee in the community 
would jeopardize the health of others because of the exposure of the employee or family member 
of the employee to a communicable disease, whether or not the employee or family member has 
actually contracted the communicable disease. 

 
 
For sick and safe leave purposes, the term “family member” means an employee’s: 
 

 spouse or registered domestic partner  

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

 sibling, step sibling or foster sibling 

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

 grandchild, foster grandchild or step grandchild 

 grandparent or step grandparent  

 a child of a sibling of the employee 



 a sibling of the parent of the employee or  

 a child-in-law or sibling-in-law 

 any of the above family members of a spouse or registered domestic partner 

 any other individual related by blood or whose close association with the employee is the 
equivalent of a family relationship, and 

 up to one individual annually (January 1-December 31) designated by the employee. 
 
ESST leave is paid at the same base rate of pay for the shift for which the leave is being used. 
 
PUBLIC EMERGENCY OR WEATHER EVENT EXCEPTION 
Employees are not eligible to utilize leave for the purposes listed under Earned Sick and Safe Time Act, 
Minn. Stat. 181.9447, subd. 1, clause (4), if the employee’s preassigned or foreseeable work duties 
during a public emergency or weather event would require the employee to respond to such an 
emergency or event.  Non-permitted leave purposes applicable to this section are: closure of the 
employee’s workplace due to weather or other public emergency, or an employee’s need to care for a 
family member whose school or place of care has been closed due to weather or other public emergency. 
 

ESST Leave--Advance Notice Requirements for Use 
If the need for sick and safe leave is foreseeable, the city requires seven (7) days’ advance notice.  
However, if the need is unforeseeable, employees must provide notice of the need for sick leave as 
reasonably required by the City. An employee must provide notice and keep the supervisor informed on a 
daily basis of the employee’s condition and expected return to work.  An employee is expected to report 
the absence to the appropriate supervisor within one (1) hour after the employee's starting time, unless 
departmental policy requires prior notification. If an employee is hospitalized and/or unable to communicate, 
a spouse or relative may call in on a daily basis and keep the supervisor advised of the employee’s status.  
Sick and safe leave may not be approved unless such report has been made. An employee on an approved 
leave of absence (such as an approved FMLA leave) is not required to provide notice on a daily basis. 
 
When an employee uses sick and safe leave for more than two (2) consecutive scheduled work days, the 
city may require appropriate supporting documentation (such as medical documentation supporting 
medical leave, court records or related documentation to support safety leave). However, if the employee 
or employee's family member did not receive services from a health care professional, or if 
documentation cannot be obtained from a health care professional in a reasonable time or without added 
expense, then reasonable documentation may include a written statement from the employee indicating 
that the employee is using, or used, sick and safe leave for a qualifying purpose. The city will not require 
an employee to disclose details related to domestic abuse, sexual assault, or stalking or the details of the 
employee’s or the employee’s family member’s medical condition. An illness beyond three (3) days may 
be considered a serious health condition and may require FMLA leave.  Beyond three (3) days, an 
employee should contact the Human Resource Department.  The City may require information or 
documentation when an employee uses ESST to comply with other state or federal laws (i.e., FMLA, 
OSHA, worker’s compensation, etc). 
 
The documentation provisions referenced in Minn. Stat. 191.9447, subd. 3 shall not apply to paid leave 
available to an employee for absences from work in excess of the minimum amount required by Earned 
Sick and Safe Time. 
 
In accordance with state law, the city will not require an employee using sick and safe leave to find a 
replacement worker to cover the hours the employee will be absent. 
 
ESST Leave--Benefits and Return to Work Protections 
During an employee’s use of ESST leave, an employee will continue to receive the city’s employer 
insurance contribution as if they were working, and the employee will be responsible for any share of their 
insurance premiums. 
 
An employee returning from time off using accrued ESST leave is entitled to return to their city 
employment at the same rate of pay received when their leave began, plus any automatic pay 
adjustments that may have occurred during the employee’s time off.  Seniority during ESST leave 
absences will continue to accrue as if the employee has been continually employed. 
 



When there is a separation from employment with the city and the employee is rehired again within 180 
days of separation, previously accrued ESST leave that had not been used or paid out will be reinstated.  
An employee is entitled to use and accrue ESST leave at the commencement of reemployment. 
 
ESST Leave--Retaliation Prohibited 
The city prohibits retaliation against an employee who requests or uses ESST leave.  The city will not 
discharge, discipline, penalize, interfere with, or otherwise retaliate or discriminate against an employee 
for exercising their rights or remedies protected by law.  If an employee has a concern about the 
application of this policy, the employee should first raise the concern with the immediate supervisor and in 
accordance with the city’s policy titled Right of Appeal.  An employee has the right to file a complaint or 
bring civil action if ESST leave is denied by the city or the employee experiences retaliation for requesting 
or using ESST leave. Further, use of ESST leave will not be factored into any attendance point system 
the city may use. Additionally, it is unlawful to report or threaten to report a person or a family member’s 
immigration status for exercising rights protected under state law. 
 
Employees will be provided with the notice in the form that follows: 
 
 

 

Earned Sick and Safe Time Leave Employee Notice 

Employees in Minnesota are entitled to earned sick and safe time, a form of paid leave. Full-time employees will 
earn sick leave at the rate of 8 hours for each month of service and can accumulate up to 960 hours at this rate.  
Beyond 960 hours, sick leave will continue to accumulate at a rate of 4 hours for each month of service.  ¾-time 
employees are entitled to 75% of the sick leave benefits provided to full-time employees.  Full-time and 3/4 -time 
employees should reference the Sick and Safe Time Leave policy for maximum accrual limits. 
 
A year for purposes of the employee’s earned sick and safe time accrual is:  the calendar year (January 1 – 
December 31).   
 
At the end of each pay period, employers must provide employees with the number of earned sick and safe time 
hours used by the employee during the pay period and available for future use.  Earned sick and safe time must be 
paid at the same base rate employees earn from employment. Employees are not required to seek or find a 
replacement for their shift to use earned sick and safe time. They may use earned sick and safe time for all or part 
of a shift, depending on their need. 
 
Earned sick and safe time can be used for: 

 an employee’s mental or physical illness, treatment or preventive care;    

 the mental or physical illness, treatment or preventive care of an employee’s family member; 

 absence due to domestic abuse, sexual assault or stalking of an employee or their family member; 

 closure of an employee’s workplace due to weather or public emergency or closure of their family member’s 

school or care facility due to weather or public emergency;  

 when determined by a health authority or health care professional that an employee or their family member is 

at risk of infecting others with a communicable disease; and 

 making funeral arrangements, attending a funeral service or memorial or addressing financial or legal matters 

that arise after the death of a family member. 

Notifying employer, documentation 

An employer can require their employees to provide up to seven days of advance notice when possible (for 
example, when an employee has a medical appointment scheduled in advance) before using sick and safe time. An 



employer can also require their employees to provide certain documentation regarding the reason for their use of 
earned sick and safe time if they use it for more than two (2) consecutive scheduled work days.  
 
If an employee plans to use earned sick and safe time for an appointment, preventive care or another permissible 
reason they know of in advance, inform the supervisor by phone as far in advance as possible, but at least seven 
(7) days in advance. In situations where an employee cannot provide advance notice, the employee should contact 
the supervisor by phone as soon as they know they will be unable to work. 
 
The documentation provisions reference in Minn. Stat. 181.9447, subd. 3 shall not apply to paid leave available to 
an employee for absences from work in excess of the minimum amount required by Earned Sick and Safe Time. 

Retaliation, right to file complaint 

It is against the law for an employer to retaliate, or to take negative action, against an employee for using or 
requesting earned sick and safe time or otherwise exercising their earned sick and safe time rights under the law. If 
an employee believes they have been retaliated against or improperly denied earned sick and safe time, they can 
file a complaint with the Minnesota Department of Labor and Industry. They can also file a civil action in court for 
earned sick and safe time violations. 
 

For more information 
Contact the Minnesota Department of Labor and Industry’s Labor Standards Division at 651-284-5075 
or  esst.dli@state.mn.us or visit the department’s earned sick and safe time webpage at sickleave.mn.gov. 
 
This document contains important information about your employment. Check the box at the left and submit to 
Human Resources to receive this information in this language. 
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7.2 SICK AND SAFE TIME LEAVE FOR PART-TIME, PAID-ON-CALL, TEMPORARY, AND 
SEASONAL EMPLOYEES  
 
Sick and safe time leave under this policy is paid time off that may be used to care for your own illness, to 
care for a sick family member, or to seek assistance if you or your family member has experienced domestic 
abuse. 
 
This policy will be administered in accordance with the Minnesota Earned Sick and Safe Time law. 
 
A. Eligibility and Accrual of Earned Sick and Safe Time Leave 

 
Part-time, temporary, and seasonal employees are eligible for earned sick and safe time (ESST) leave 
when at least 80 hours of work are performed in a calendar year (January 1 – December 31).  In accordance 
with Minnesota law, paid-on-call firefighters are not eligible to accrue ESST leave.  An eligible employee 
who works, or is expected to work, at least 80 hours in a calendar year will earn one hour of ESST leave 
for every 30 hours worked, up to a maximum accrual of 48 hours per calendar year.  Employees begin 
accruing ESST on their first day of employment.   Employees may roll over unused ESST to the next year 
up to a maximum accrual of 80 ESST hours. For the purposes of this policy, ESST leave used by an 
employee does not count towards hours worked.    
 
B. Use of Earned Sick and Safe Time Leave  
 
ESST leave may be used as it is accrued in 15-minute or greater increments.   
 
ESST leave may be used for the following circumstances: 

1) An employee’s: 
a. mental or physical illness, injury, or other health condition. 
b. need for medical diagnosis, care or treatment, of your own mental or physical illness. 
c. need for preventative medical or health care. 
d. need to make arrangements for or attend funeral services or a memorial, or address 

financial or legal matters that arise after the death of a family member. 
2) Care of a family member when: 

a. with a mental or physical illness, injury or other health condition. 
b. who needs medical diagnosis, care, or treatment of a mental or physical illness, injury or 

other health condition. 
c. who needs preventative medical or health care. 

3) Absence due to domestic abuse, sexual assault, or stalking of the employee or employee’s family 
member, provided the absence is to: 

a. seek medical attention related to physical or psychological injury or disability caused by 
domestic abuse, sexual assault, or stalking. 

b. obtain services from a victim services organization. 
c. obtain psychological or other counseling. 
d. seek relocation or take steps to secure an existing home due to domestic abuse, sexual 

assault, or stalking. 
4) Closure of the employee’s workplace due to weather or other public emergency or an employee’s 

need to care for a family member whose school or place of care has been closed due to weather 
or other public emergency. 

5) The employee’s inability to work or telework because the employee is:  
a. prohibited from working by the employer due to health concerns related to the potential 

transmission of a communicable illness related to a public emergency. 
b. seeking or awaiting the results of a diagnostic test for, or a medical diagnosis of, a 

communicable disease related to a public emergency and such employee has been 
exposed to a communicable disease or the employer has requested a test or diagnosis. 

c. when it has been determined by the health authorities have jurisdiction or by a health care 
professional that the presence of the employee or family member of the employee in the 
community would jeopardize the health of others because of the exposure of the employee 
or family member of the employee to a communicable disease, whether or not the 
employee or family member has actually contracted the communicable disease. 



 
 
 
C. For Earned Sick and Safe Time Leave purposes, “family member” means an employee’s: 

 child, foster child, adult child, legal ward, child for whom the employee is legal guardian, or child to 
whom the employee stands or stood in loco parentis (in the place of a parent). 

 spouse or registered domestic partner. 

 sibling, stepsibling, or foster sibling. 

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

 grandchild, foster grandchild, or step-grandchild. 

 grandparent or step-grandparent. 

 a child of a sibling of the employee. 

 a sibling of the parents of the employee. 

 a child-in-law or sibling-in-law. 

 any of the family members listed in 1 through 9 above of a spouse or registered domestic partner. 

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

 up to one individual annually designed by the employee. 
 
ESST leave is paid at the same base rate of pay for the shift for which the leave is being used. 
 
PUBLIC EMERGENCY OR WEATHER EVENT EXCEPTION 
Employees are not eligible to utilize leave for the purposes listed under Earned Sick and Safe Time Act, 
Minn. Stat. 181.9447, subd. 1, clause (4), if the employee’s preassigned or foreseeable work duties 
during a public emergency or weather event would require the employee to respond to such an 
emergency or event.  Non-permitted leave purposes applicable to this section are: closure of the 
employee’s workplace due to weather or other public emergency, or an employee’s need to care for a 
family member whose school or place of care has been closed due to weather or other public emergency. 
 
D. Advance Notice for Use of Earned Sick and Safe Time Leave 
If the need for ESST is foreseeable, the city requires seven (7) days’ advance notice.  However, if the 
need is unforeseeable, employees must provide notice of the need for ESST leave as reasonably 
required by the City. When an employee uses ESST leave for more than two (2) consecutive scheduled 
work days, the city may require appropriate supporting documentation (such as medical documentation 
supporting medical leave, court records, or related documentation to support safety leave). However, if 
the employee or employee's family member did not receive services from a health care professional, or if 
documentation cannot be obtained from a health care professional in a reasonable time or without added 
expense, then reasonable documentation may include a written statement from the employee indicating 
that the employee is using, or used, ESST leave for a qualifying purpose. The city will not require an 
employee to disclose details related to domestic abuse, sexual assault, or stalking, or the details of the 
employee’s or the employee’s family member’s medical condition.  
 
In accordance with state law, the city will not require an employee using ESST leave time to find a 
replacement worker to cover the hours the employee will be absent.  With prior supervisory approval, an 
employee can voluntarily trade shifts with a coworker instead of utilizing ESST. 
 
E. Carry-over of Earned Sick and Safe Time Leave 
Employees are eligible for carry-over of accrued, unused ESST into the following calendar year.  The total 
amount of accrued, unused ESST for an employee shall not exceed 80 hours at any time. 
 
F. Return to Work Protections 
An employee returning from time off using accrued ESST leave is entitled to return to their city 
employment at the same rate of pay received when their leave began, plus any automatic pay 
adjustments that may have occurred during the employee’s time off.  Seniority during ESST absences will 
continue to accrue as if the employee had been continually employed. 
 



When there is a separation from employment with the city and the employee is rehired again within 180 
days of separation, previously accrued ESST that had not been used will be reinstated.  An employee is 
entitled to use and accrue ESST at the commencement of reemployment. 
 
G. Retaliation Prohibited 
The city prohibits retaliation against an employee who requests or uses ESST leave.  The city will not 
discharge, discipline, penalize, interfere with, or otherwise retaliate or discriminate against an employee 
for exercising their rights or remedies protected by law.  If an employee has a concern about the 
application of this policy, the employee should first raise the concern with the immediate supervisor and in 
accordance with the city’s policy titled Right of Appeal.  An employee has the right to file a complaint or 
bring civil action if ESST leave is denied by the city or the employee experiences retaliation for requesting 
or using ESST leave. Further, use of ESST leave will not be factored into any attendance point system 
the city may use. Additionally, it is unlawful to report or threaten to report a person or a family member’s 
immigration status for exercising rights protected under state law. 
 
Employees will be provided with the notice in the form that follows: 
 
 
 

 

Earned Sick and Safe Time Leave Employee Notice 

Employees in Minnesota are entitled to earned sick and safe time, a form of paid leave. All part-time,  temporary, 
and seasonal employees who work at least 80 hours in a calendar year will earn one hour of earned sick and safe 
time leave for every 30 hours worked, up to a maximum accrual of 48 hours per calendar year.   
 
A year for purposes of the employee’s earned sick and safe time accrual is:  the calendar year (January 1 – 
December 31).   
 
At the end of each pay period, employers must provide employees with the number of earned sick and safe time 
hours used by the employee during the pay period and available for future use.  Earned sick and safe time must be 
paid at the same base rate employees earn from employment. Employees are not required to seek or find a 
replacement for their shift to use earned sick and safe time. They may use earned sick and safe time for all or part 
of a shift, depending on their need. 
 
Earned sick and safe time can be used for: 

 an employee’s mental or physical illness, treatment or preventive care;    

 the mental or physical illness, treatment or preventive care of an employee’s family member; 

 absence due to domestic abuse, sexual assault or stalking of an employee or their family member; 

 closure of an employee’s workplace due to weather or public emergency or closure of their family member’s 

school or care facility due to weather or public emergency;  

 when determined by a health authority or health care professional that an employee or their family member is 

at risk of infecting others with a communicable disease; and 

 making funeral arrangements, attending a funeral service or memorial or addressing financial or legal matters 

that arise after the death of a family member. 

Notifying employer, documentation 

An employer can require their employees to provide up to seven days of advance notice when possible (for 
example, when an employee has a medical appointment scheduled in advance) before using sick and safe time. An 
employer can also require their employees to provide certain documentation regarding the reason for their use of 
earned sick and safe time if they use it for more than two (w) consecutive scheduled work days.  



 
If an employee plans to use earned sick and safe time for an appointment, preventive care or another permissible 
reason they know of in advance, inform the supervisor by phone as far in advance as possible, but at least seven 
(7) days in advance. In situations where an employee cannot provide advance notice, the employee should contact 
the supervisor by phone as soon as they know they will be unable to work. 
 
The documentation provisions reference in Minn. Stat. 181.9447, subd. 3 shall not apply to paid leave available to 
an employee for absences from work in excess of the minimum amount required by Earned Sick and Safe Time. 

Retaliation, right to file complaint 

It is against the law for an employer to retaliate, or to take negative action, against an employee for using or 
requesting earned sick and safe time or otherwise exercising their earned sick and safe time rights under the law. If 
an employee believes they have been retaliated against or improperly denied earned sick and safe time, they can 
file a complaint with the Minnesota Department of Labor and Industry. They can also file a civil action in court for 
earned sick and safe time violations. 

 
For more information 
Contact the Minnesota Department of Labor and Industry’s Labor Standards Division at 651-284-5075 
oresst.dli@state.mn.us  or visit the department’s earned sick and safe time webpage atsickleave.mn.gov. 
 
This document contains important information about your employment. Check the box at the left and submit to 
Human Resources to receive this information in this language. 
 

 
 
 
7.7 PREGNANCY AND PARENTING LEAVE   
All employees are entitled to take an unpaid leave of absence under the Pregnancy and Parenting Leave 
Act of Minnesota.  Eligible employees for this leave are female employees for pre-natal care, or incapacity 



due to pregnancy, childbirth, or related health conditions, or a biological or adoptive parent in conjunction 
with/after the birth or adoption of a child.  The leave may not exceed 12 weeks and must begin within 12 
months of the birth or adoption of the child; except when a newborn remains in the hospital longer than the 
mother, the leave must begin within 12 months after the child leaves the hospital. 
 
Employees must provide reasonable notice, verbal or written, to the supervisor of the date the leave is to 
commence and the estimated duration of the leave at least 30 days prior to the date on which leave is to 
begin, or if 30 days’ notice cannot be given, as much notice as practical. 
 
Employees are required to use and/or exhaust all applicable accrued leave balances during the leave, prior 
to the approval of unpaid leave.   
 
The employee is entitled to return to work in the same position and at the same rate of pay the employee 
was receiving prior to commencement of the leave. Group insurance coverage, if applicable, will remain 
available while the employee is on unpaid leave; the employee will continue to be responsible for the 
employee share of the premium.  An employee granted an unpaid, non-FMLA leave under this policy must 
make arrangements for the payment of the employee and employer’s contributions towards health 
insurance benefits with the Human Resource Department.   
 
If the employee has any FMLA eligibility remaining at the time this leave commences, this leave will also 
count as FMLA leave. The two leaves will run concurrently until eligibility for either leave expires. 
 
Leave time to attend prenatal care appointments will not be counted against an employee’s leave 
entitlement under the Pregnancy and Parenting Leave Act of Minnesota. 
 
The City will inform employees of their parental leave rights at the time of hire, and when an employee 
makes an inquiry about, or requests parental leave. 
 
The City will not discharge, discipline, penalize, interfere with, or otherwise retaliate or discriminate against 
an employee for asserting parental leave rights or remedies. 
 
This leave will be administered in accordance with the Minnesota Pregnancy and Parenting Leave Act. 
 
 
7.10 MILITARY LEAVE 
State and federal laws provide protections and benefits to employees who are called to military service, 
whether in the reserves or on active duty. Such employees are entitled to a leave of absence without loss 
of pay, seniority status, efficiency rating, or benefits for the time the employee is engaged in training or 
active service not exceeding a total of 15 days in any calendar year.  
 
The leave of absence is only in the event the employee returns to employment with the City as required 
upon being relieved from service, or is prevented from returning by physical or mental disability or other 
cause not the fault of the employee, or is required by the proper authority to continue in military or naval 
service beyond the fifteen (15) day paid leave of absence. Employees on extended unpaid military leave 
will receive fifteen (15) days paid leave of absence in each calendar year, not to exceed five years.  
 
Where possible, notice is to be provided to the City at least ten (10) working days in advance of the 
requested leave. Examples of written notification to share with the City include a copy of military orders, the 
drill schedule/battle assembly schedule, or a signed memo from an immediate military supervisor.  
 
If an employee has not yet used his/her fifteen (15) days of paid military leave when called to active duty, 
any unused paid time will be allowed for the active duty time, prior to the unpaid leave of absence. After an 
employee has exhausted his/her paid military leave, the employee can elect, but is not required, to use 
accrued paid leave in accordance with the respective paid leave policies.   
 
Employees returning from military service will be reemployed in the job that they would have attained had 
they not been absent for military service and with the same seniority, status and pay, as well as other rights 
and benefits determined by seniority. Unpaid (i.e., not paid by the City) military leave will be considered 
hours worked for the purpose of vacation leave and sick leave accruals.  



 
Eligibility for continuation of insurance coverage for employees on military leave beyond fifteen (15) days 
will follow the same procedures as for any employee on an unpaid leave of absence.  
 
This policy will be administered in accordance with the Uniformed Services Employment and 
Reemployment Rights Act (USERRA) and Minnesota law. 
 
7.11  LEAVE TO ATTEND MILITARY CEREMONIES 
The City will grant an unpaid leave of absence to an employee whose immediate family member, as a 
member of the United States armed forces, has been ordered into active service in support of a war or 
other national emergency, unless the leave would unduly disrupt the operations of the City.  “Immediate 
family member” is defined in this law as an employee’s grandparent, parent, legal guardian, sibling, child, 
grandchild, spouse, or fiancé. The unpaid leave of absence is limited to the actual time necessary to attend 
a send-off or homecoming ceremony for the mobilized service member, and may not exceed one day’s 
duration in any calendar year.  An employee may substitute accrued paid leave in accordance with the 
City’s policies.  This policy will be administered in accordance with Minnesota law. 
 
7.12 LEAVE FOR EMPLOYEES WHO ARE IMMEDIATE FAMILY MEMBERS OF MILITARY 
PERSONNEL INJURED OR KILLED IN ACTIVE SERVICE 
If your immediate family member, as a member of the United States armed forces, has been injured or 
killed while engaged in active service, you will be granted up to 10 working days of unpaid leave.   
“Immediate family member” is defined in this law as an employee’s parent, child, grandparent, sibling, or 
spouse.  An employee must give as much notice as practicable of the intent to take this leave.  An employee 
may substitute accrued paid leave in accordance with the City’s policies.  This policy will be administered 
in accordance with Minnesota law. 
 
 
Renumbering of existing policies in order to group military related leave policies together.   
7.11 FMLA will become 7.13. 
7.12 will become 7.14., and so on through Chapter 7. 
 

 


