VACATION

Full—ﬂme Empluyreesl unless otherwise negotiated or agreed upon, will accrusvacalion each year according o
ihe-following-schedulabe credited vacation time each January 1. according to the following schedule:

Length of Service — Based | Accrual Rate{perpayroll) Total Annual Vacation
on Anniversary Date Anailabla
Hire Date 2077 hours 20.00 hours
1 ¥ear 3385-hours 88.00 hours
2 Years 2692 hours 95.00 hours
3 Years 4 308 hours 112.00 hours
4 Years £ 000 hours 130.00 hours
H -8 %ears 5308 howrs 138.00 hours
10— 14 Years £000 hours 182.00 hours
15 or more vears £692 hours 200.00 hours

*Mew Hire Employees vacation fime will be credited by prorated amount based on hire date.

In accordance with Minnesota state law. this paid Vacation fime may be used for the same purposes and under
the same conditions as eamed sick and safe fime (see Eamed Sick and Safe Time policy). Employees may not
use more than 80 hours of ESST in a calendar year. -Given that it is the employes’s responsibility to manage
their Vacation wisely. This involves, when possible, advanced planning for vacations, doctor's appointments

and personal affairs. If's also suggested that employees allocate some Vacation as a "resernve” for unexpected
situations or emergencies ]

All employees, exempt and non-exempt. at the end of the calendar vear are allowed to carmyover up to 80
hours of eamed but unused Vacation into each new calendar vear. Any Vacation balance exceeding 80 hours

at the end of the calendar year will be forfeited.

onlme be s in-thirb £300 minuts

It is prefemred that Vacation is requested with as much advance nofice as possible to the employee’s manager.
Except where not reguired by State law, employees are expected to follow standard Vacation request
processes and procedures and all requests for Vacation must be approved by the employee’s manager.

In determining Vacation schedules, the emplovee's manager will consider the wishes of emplovees in reqard to
the requested vacation date(s).

Vacation time accrued, but not used at the end of employment will be paid to the employee at the employee's
regular rate of pay.

If employment is terminated, the employee shall be paid for unused vacation leave prorated by the actual time
worked in the fiscal year of termination. At the time of employment termination if more vacation time was used
than eamed, the employee’s final paycheck will be adjusted accordinaly.

Fegular 3/4-Tilme employees will receive 75% Vacation time accrual-as outlined in the above schedule.

Pari-time, femporary and seasonal employees are not eligible for Vacation. The City has a separate Eamed
Sick and Safe Time (ESST) policy for all part-fime, femporary and seasonal employees.

Earned Safe and Sick Time (E55T) — Part-Time/Seasonal/Temporary Employees Only

Pursuant to Minnesota's eamed sick and safe time law, par-fime, seasonal, and temporary employees who
perform work for at least 80 hours in a year, are enfitled io eam sick and safe time (ESST) at the rate of one
{1} hour for every thirty (30) hours worked, up to a8 maximum of forty-eight {48} hours accrued per vear.
Accrual begins at hire date and may be used as it is accrued for employees who work at least 80 hours in the
yvear. Sickand safe timeESST will be paid at the same hourly rate an employee earms when they are working
and ai least minimum wage. Paid sick-apd safe leaveE SST hours will not count as hours worked for the
purposes of any overtime calculation.

PART-TIME. SEASONATL & TEMPORARY ANNUAL VACATION

Per 30 Hours Annual Accruasl Max Max Carry Owver and




All emplovees can use their Yaestisn-and-earned-sickard-safe-timeE 55T for reasons induding:

*  the em "s mental or physical illness, treatment or ntive ;

*___ 3 family member's mental or physical iliness, trestment or preventive gzre
*__ absence dus to domestic abuse, sexual assault or stalking of the emploves or a3 family rember
*  dosure of the employes's workplace due to weather or public emergency or closure of a family member's school or care
facility due to weather or public emerpency; and
®*  when determined by a health authority or health care professional that the employvee or a family member is at risk of
infecting others with & communicable disease.
All emplovess may use their Vacatieon-ard-earned-siekand-safe timeE 55T for the following family members:

1 their child, induding foster child, adult child, legal ward, child for whom the employee is legal puardian or child to whom

the employee stands or stood in loco parentis (in place of a EEFE“_tt'
2. their spouse or registersd domestic parirer:
3. their sibling, stepsibling or foster sibline-
4. their biological, adoptive or foster parent, stepparent or @ person who stood in loco parentis (in place of 3 parent] when the

employee was a minor ghild:
5. their prandchild, foster grandchild or st

6. their prandparent or ste

7. _a child of a sibling of the gplgves

8. 3 sibling of the parents of the gmploves:

9. 3 child-in-law or sibling-in-Jw-

10. any of the family members listed in 1 through 9 above of an em)| "s spouse or registered domestic

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

12. wp to one individual annually designated by the employes.

Accrued and unused hours carry over into future years, up to a maximum of eighty {20) hours accrued overall. When the 20-hour
owerall limit is reached, accrual immediately stops until usaee oocurs, at which time accrual restarts.

The City may reguire notice of the need for use of earned sick-anrd-safe-HimeESST 2s provided balow:
- hthe need for use is foreseeable, the City may require advance notice of the intention to use earmed sick and safe time but
will mot ire more than severfive |5 advance notice in writing to Human R.El:run:El
* _ If the need is unforeseesble, a m uire an empl to give notice of the need for eamed sick and safe time as

s00n a5 practicable in writing to Human Hﬁaml

The may require reasonable documentation that the employee is using or used earred-sick-and-safe-tirmeES5T for a gualifyin
purpose when an employee wsesearped-siek-and-safe-tirneE55T for more than three consecutive days.




