
AN ORDINANCE ESTABLISHING RULES AND REGULATIONS 
REGARDING ABSENCE FROM WORK OF THE EMPLOYEES O F  
THE CITY OF CONWAY; AND FOR OTHER PURPOSES: 

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF CONWAY, ARKANSAS: 

SECTION ONE (1). In order to establish an orderly and equitable 

system of annual leave and absence from work due to illness and other 
emergencies of the full time employees of the various departments of 
the City of Conway, Arkansas, the following rules and regulations 

relating thereto are hereby promulgated. 

SECTION TWO ( 2 ) .  DEFINITIONS. The following words and/or terms 
when used in this ordinance, shall have the meaning set forth herein: 

(a) Annual Leave. Annual leave shall be a specified period 

of time off fromn an employee's regular position of employment, with 

pay, to which said employee shall become entitled, as hereinafter 

set forth. 

(b) Sick Leave. Sick leave shall be period of time off from 

an employee's regular employment, in addition to annual leave, 
accruing at the rate hereinafter specified, which said employee 

may take only for the purpsoe of recuperating from sickness or 

injury, as hereinafter defined. 
(c) Sickness. Sickness, as used herein, shall include, but 

shall not be limited to, any disorder, malady or disease, which 

affects the mental or physical health of an employee to such a degree 
that said employee is unable to perform the oxdinary duties required 

of him by his employment. 

(d) Injury. As used herein "injury" shad1 include, but shall 

not be limited to, all accidental bodily injuries of whatever kind 

or nature, which an employee may sustain, while within or without 

the course of his employment, which incapacitattes said ernployee to 

such a degree that he is no longer able to perform the ordinary 
duties required of him by his employment. 

(e) Emergency Leave. Emergency leave shall be a period of 

time off from an employee's regular employment;, in addition to annual 
leave and sick leave, which an employee may be granted when, in the 

sound discretion of his supervisor ot dgpartment head, an emergency 
is deemed to exist of such a nature as to require the employee to 
be absent from his employment. 

(f) Holidays. Holidays shall be those certain days during 1 
I the calendar year, in addition to annual leave, sick leave and 
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emergency l e a v e ,  on which an employee will no t  normal ly  be r e q u i r e d  
r 

t o  r e p o r t  t o  h i s  p l a c e  of employment and f o r  which he s h a l l  r e c e i v e  

h i s  r e g u l a r  s a l a r y ;  Prov ided ,  however, t h a t  i n  t h e  e v e n t  such employee 

i s  r e q u i r e d  t o  work on t h e  days  h e r e i n a f t e r  d e s i g n a t e d  as  h o l i d a y s  he 

s h a l l  be e n t i t l e d  t o  r e c e i v e  one f u l l  d a y ' s  pay i n  a d d i t i o n  t o  h i s  

r e g u l a r  s a l a r y  i n  l i e u  o f  t h e  h o l i d a y  s o  worked o r  i t s  e q u i v a l e n t  o r ,  

i n  t h e  a l t e r n a t i v e ,  he s h a l l  b e  e n t i t l e d  t o  an equa l  p e r i o d  of time 

o f f  from h i s  employment, such t ime o f f  t o  be t a k e n  on a day o t h e r  t h a n  

a h o l i d a y ,  t o  t h e  end t h a t  s a i d  employees s h a l l  have t h e  fo l l owing  days  

o f f ,  o r  t h e i r  e q u i v a l e n t ,  each y e a r ,  o r  pay i n  l i e u  t h e r e o f ,  t o - w i t :  

New Years Day - -  Janua ry  1 
Independence Day - -  J u l y  4 
Labor Day - -  The F i r s t  Monday i n  September 
Thanksgiving Day - -  The Fou r th  Thursday i n  November 
Chr i s tmas  Day - -  December 25 

Prov ided ,  however, t h a t  i n  o r d e r  t o  be e l i g i b l e  t o  r e c e i v e  t h e  e q u i v a l e n t  

time or t h e  money i n  l i e u  t h e r e o f  f o r  any h o l i d a y ,  a s  i s  here inabove  

p rov ided ,  t h e  employee s h a l l  be r e q u i r e d  t o  work t h e  s chedu le  work days  

immediately b e f o r e  and a f t e r  t h e  h o l i d a y  f o r  which he claims e q u i v a l e n t  

time o r  a d d i t i o n a l  pay.  

I 

SECTION THREE ( 3 ) .  Annual Leave. (a )  No employee s h a l l  be e l i g i b l e  

t o  t a k e  annua l  l e a v e  u n l e s s  and u n t i l  he s h a l l  have been c o n t i n u o u s l y  

employed f o r  a term of one y e a r  by t h a t  depar tment  of t h e  C i t y  by which 

he i s  employed and he s h a l l  t h e n  be e n t i t l e d  t o  annua l  l e a v e  f o r  a term 

which s h a l l  be computed a s  f o l l o w s :  

employee s h a l l  have been con t inuous ly  employed du r ing  t h e  p reced ing  

c a l e n d a r  y e a r  he s h a l l  be e n t i t l e d  t o  one t w e l f t h  (1J12th)  of  t h e  f u l l  

annua l  l e a v e  f o r  members o f  t h e  depar tment  by which such employee i s  

employed. 

For each f u l l  c a l e n d a r  month such 

(b) Beginning J anua ry  1, 1968, and c o n t i n u i n g  each c a l e n d a r  yea r  

t h e r e a f t e r ,  each  pe r son  who s h a l l  have been en  employee of t h e  P u b l i c  

Works Department o r  t h e  S a n i t a t i o n  Department o f  t h e  C i t y  f o r  and 

du r ing  t h e  f u l l  c a l e n d a r  yea r  l a s t  past s h a l l  be e n t i t l e d  t o  annua l  

l e a v e  w i t h  pay f o r  a term equa l  t o  t e n  ( 1 0 )  working days  du r ing  

c a l e n d a r  y e a r  1968,  and d u r i n g  each  c a l e n d a r  y e a r  t . h e r e a f t e r  so long  

as  he s h a l l  be c o n t i n u o u s l y  employed. 

t h e r e a f t e r ,  t h e  C l e r k - T r e a s u r e r  o f  t h e  C i t y ,  t h e  C i t y  I n s p e c t o r ,  t h e  
Municipal  Court  C l e r k ,  each person  who s h a l l  have been em employee of 
t h e  F i re  Department o r  t h e  P o l i c e  Department of t h e  C i t y  o f ' conway,  
Arkansas f o r  and du r ing  t h e  f u l l  c a l e n d a r  y e a r  l a s t  p a s t  s h a l l  be e n t i t l e d  
t o  annua l  l e a v e  w i t h  pay f o r  a term of two c a l e n d a r  weeks, du r ing  c a l e n d a r  

. ,  
(c) Beginning J anua ry  1, 1 9 6 8 ,  and c o n t i n u i n g  each  c a l e n d a r  y e a r  

year  1968 and d u r i n g  each c a l e n d a r  y e a r  t h c r e s f t c r  :so 10nn a s  h n  Ch-77 
be c o n t i n u o u s i v  so ymn' 



( d )  Any employee des i r ing  t o  take h i s  annual leave s h a l l  submit 

h i s  w r i t t e n  request  t he re fo r  t o  t h e  superintendent o r  chief  o f f i c e r  of 

the  department of  which he is an employee, using apprpr ia te  forms pre- 

scr ibed  therefor .  The time o r  times of vacations f o r  all employees of 

any department shall be determined by t h e  superintendent o r  chief o f f i c e r  

the reof ,  having due regard f o r  t he  needs of t h e  department and t h e  

welfare of  tine employees,! Except i n  cases of emergency, the approval 

o f  annual leave w i l l  be obtained i n  advance of the  absence. In emer- 

gency s i t u a t i o n s  the  employee must notify h i s  department head of the 

emergency wi th in  a reasonable time a f t e r  the beginning of h i s  regu la r ly  

assigned s h i f t  on t h e  first day o f  absence and request  leave, 

quests  f o r  annual leave s h a l l  specify the length  of  time desi red,  except 

i n  emergency s i t u a t i o n s  where circumstances do not pennit ,  The super-  

v i s o r  o r  department head s h a l l  advise the  employcae whether h i s  request  

Ax f o r  leave is  approved o r  denied. 

request  a continuous period of a t  l e a s t  one week annual leave each 

year f o r  vacation purposes. 

granted f o r  a t tending t o  personal business, which s h a l l  be counted 

, \  

A l l  re-  

Employees will be encouraged t o  

Short  periods o f  l eave  w i l l  a l so  be 

a s  a part of the annual leave time o f  t h a t  employee. 

( e )  I n  order t h a t  a l l  employees sha l l  be given t h e  opportunity 

f o r  a reasonable vacation period and t o  permit them t o  use all annual 

l eave  they might otherwise f o r f e i t ,  each department head s h a l l  estab-  

l i s h  for h i s  department a leave schedule f o r  t h e  e n t i r e  leave year,  

Leave will be scheduled t o  avoid having an excessive number of employees 

on leave a t  t h e  same time and t o  insure t h a t  a s u f f i c i e n t  number of 

personnel ail1 be on duty t o  maintain e s s e n t i a l  operat ions,  Leave 

schedules s h a l l  be f l e x i b l e  so a s  t o  allow f o r  leave f o r  emergency 

s i t u a t i o n s  which may occur, and when changes a r e  made i n  a leave 

schedule t h e  changes must be based on f a c t o r s  t h a t  a r e  reasonable 

and equ i tab le  f o r  a l l  persons concerned. Short  periods of  leave taken 

f o r  personal  business o r  unforeseen emergencies may be subs t i t u t ed  f o r  

corresponding periods of scheduled leave. 

( f )  Each department head may require  the  employees of h i s  

department t o  t ake  annual leave a t  times a s  may be required by t h e  

needs of the department. 

based upon f a c t o r s  t h a t  a r e  reasonable, equ&tab:Le, and do not d i s c r imr  

Such required use of annual leave w i l l  be 
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i n a t e  among employees. 

p r o v i s i o n  a r e ,  f o r  example, t imes  when an employee's  s e r v i c e s  cannot  be  

u t i l i z e d  f u l l y  because  of a breakdown of equipment,  r e p a i r  of  machinery,  

i n v e n t o r y ,  f i r e ,  a d v e r s e  weather  c o n d i t i o n s  p r even t ing  s a t i s f a c t o r y  

u t i l i z a t i o n  of t h e  employees time o r  work, o r  s i m i l a r  c o n d i t i o n s .  I n  a l l  

cases where employees a r e  r e q u i r e d  t o  t a k e  l e a v e  t h e  depar tment  head s h a l l  

make p rope r  n o t a t i o n  t h e r e o n  upon t h e  employee's  employment r e c o r d s .  

Circumstances  w i t h i n  t h e  con t empla t i on  of  t h i s  

(g )  If any employee s h a l l  f a i l  t o  t a k e  t h e  f u l l  annua l  l e a v e  g r a n t e d  

t o  him i n  any c a l e n d a r  y e a r  he may c a r r y  t h e  unused p o r t i o n  t h e r e o f  forward 

i n t o  t h e  nex t  succeed ing  c a l e n d a r  y e a r ,  b u t  i n  no i n s t a n c e  s h a l l  a n  employee 

be p e r m i t t e d  t o  c a r r y  forward more t h a n  f i f t y  p e r  c e n t  ( 5 0 % )  of h i s  annua l  

l e a v e  f o r  t h e  y e a r  j u s t  ended.  I n  t h e  even t  any employee s h a l l  c a r r y  a 

p o r t i o n  of  h i s  annua l  l e a v e  forward i n t o  t h e  nex t  succeed ing  c a l e n d a r  y e a r  

he must t a k e  such  c a r r i e d  over  annua l  l e a v e  d u r i n g  t h e  f i r s t  s i x  months 

of s a i d  succeed ing  y e a r  o r  he s h a l l  l o s t  t h e  same. I t  s h a l l  be mandatory 

t h a t  each  employee s h a l l  t a k e  f i f t y  p e r  c e n t  ( 5 0 % )  of  h i s  annua l  v a c a t i o n  

each c a l e n d a r  y e a r ,  t o  be t a k e n  i n  one con t inuous  term, b u t  if any  employee 

s h a l l  e l e c t  t o  work du r ing  n o t  more t h a n  f i f t y  p e r  c e n t  ( 5 0 % )  of  h i s  annua l  

l e a v e  he  s h a l l  be p a i d  h i s  r e g u l a r  wage o r  s a l a r y ,  p l u s  f u l l  v a c a t i o n  pay 

f o r  t h e  time s o  worked. 

t h e  ea rned  annua l  l e a v e  of t h a t  employee which shal . l  n o t  have been t a k e n  

may t h e n  be t aken .  

Upon t h e  t e r m i n s t i o n  of employment of any employee 

SECTION FOUR (4). S i c k  Leave. ( a )  S i c k  l e a v e  w i l l  be g r a n t e d  t o  

employees when t h e y  a r e  i n c a p a c i t a t e d  f o r  t h e  performance of  t h e i r  d u t i e s  

by s i c k n e s s ,  i n j u r y ,  o r  pregnancy,  and conf inement  f o r  m e d i c a l ,  d e n t a l ,  

o r  o p t i c a l  examinat ion o r  t r e a t m e n t ,  o r  when a member of  t h e  immediate 

f a m i l y  of t h e  employee i s  a f f l i c t e d  w i t h  a con t ag ious  d i s e a s e  which i s  

r u l e d  s u b j e c t  t o  q u a r a n t i n e  by l o c a l  h e a l t h  a u t h o r i . t i e s .  A l l  employees 

of t h e  C i t y  s h a l l  be e n t i t l e d  t o  s i c k  l e a v e  w i t h  f u l l  pay. Persons  covered 

by t h e  p r o v i s i o n s  of t h i s  o rd inance  who were employees of  t h e  C i t y  of 
Conway, Arkansas  on J anua ry  1, 1965 s h a l l  be e n t i t l e d  t o  s i x  (6)  days  s i c k  
l e a v e  and such  s i c k  l e a v e  s h a l l  a n n u a l l y  a c c r u e  a t  t h e  r a t e  of one h a l f  
(1 /2)  day f o r  each  month of con t inuous  employment by t h e  same depar tment  
du r ing  each  c a l e n d a r  y e a r ,  p l u s  one day f o r  each  yea r  of  con t inuous  
employment i n  exces s  of s i x  y e a r s .  

(b)  If an  employee s h a l l  f a i l  t o  t a k e  o r  u t i l i z e  a l l  of  t h e  s i c k  

l e a v e  t o  which he i s  e n t i t l e d  i n  any c a l e n d a r  y e a r  he  may c a r r y  forward 
t h e  unused p o r t i o n  t h e r e o f  u n t i l  he s h a l l  have accumulated a maximum of 

s i x t y  (60)  days .  A l l  accumulated and unused s ick l e a v e  
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o f  a n  employee s h a l l  be f o r f e i t e d  upon t e rmina t ion  o f  the employment 

o f  t h a t  employee, u n l e s s  he sha l l  present  t o  h i s  department head the 

c e r t i f i c a t e  o f  a duly l i c e n s e d  and p r a c t i c i n g  phys ic i an  at test ing 

t h a t  such  employee i s  i n  f a c t  ill o r  i n j u r e d  t o  t h e  e x t e n t  t h a t  he 

was, a t  t h e  time of such t e rmina t ion ,  prevented fkom being g a i n f u l l y  

employed, and it s h a l l  be t h e  duty o f  such t e rmina ted  employee t o  

have a n  examination made o f  h imse l f ,  a t  h i s  s o l e  expense, by t h e  

p h y s i c i a n  who i s  on t h e  Board o f  Trus tees  o f  the Pension and Relief 

Fund f o r  t h e  department by which s a i d  employee w a s  employed a t  l eas t  one 

time each seven  ( 7 )  days f o r  the  time dur ing  which s a i d  employee is  

being pa id  f o r  accumulated s i c k  l eave  s tat ing tha , t  such employee 

son t inues  t o  be ill o r  i n j u r e d  t o  t h e  ex tend  that,  he is prevented from 

being g a i n f u l l y  employed. 

( c )  Any absence from work i n  excess  of  one day due t o  an a l l e g e d  

s i c k n e s s  o r  i n j u r y  s h a l l  be denied as s i c k  l eave  u n l e s s  t h e  employee 

s h a l l  p r e s e n t  t o  t h e  head of t h e  departraent the  c e r t i f i c a t e  of  a du ly  

l i c e n s e d  and p r a c t i c i n g  phys ic ian ,  a t t e s t i n g  t o  such i l l n e s s  o r  in ju ry .  

A medical c e r t i f i c a t e  w i l l  not o r d i n a r i l y  be r equ i red  f o r  absences of 

l e ss  t h a n  one day. However, an  employee who is  absen t  f r e q u e n t l y  f o r  

s h o r t  p e r i o d s  because of i l l n e s s  may be advised t o  o b t a i n  a phys ica l  

checkup f r o m  a q u a l i f i e d  physician.  When t h e r e  is r eason  t o  b e l i e v e  

t h a t  an  employee is abusing t h e  use of s i c k  l e a v e ,  a medical c e r t i f i -  

c a t e  may be r equ i red  f o r  absences o f  l e s s  t h a n  one day. 

( d )  S i c k  l e a v e  &s a q u a l i f i e d  r i g h t  of t h e  employee t o  be used 

only  i n  accordance with announced p o l i c i e s  and i n s t r u c t i o n s .  

w i t h i n  t h e  d i s c r e t i o n  o f  t h e  department head t o  a s c e r t a i n  whether 

t h e  r eason  f o r  absence j u s t i f i e s  approval o f  t h e  r eques t  f o r  s i c k  

leave .  

i n c a p a c i t a t i n g  i l l n e s s  he w i l l  n o t i f y  h i s  department head w i t h i n  

t w o  hours a f t e r  t h e  beginning of  t h e  ass igned  s h i f t  on the  first day 

of  absence. Such n o t i f i c a t i o n  may be made by te lephone ,  work o f  

ano the r  employee, o r  by any means a v a i l a b l e .  K o t i f i c a t i o n  s h d l  

inc lude  na tu re  and extenti o f  i l l n e s s ,  expected time o f  r e t u r n  t o  du ty ,  

and address  dur ing  t h e  pe r iod  o f  absence. It shaill  be the  duty of t h e  

employee t o  keep h i s  department head informed o f  t h e  e x t e n t  of h i s  

It is 

When a n  employee is  unable t o  r e p o r t  f o r  work because o f  an  

i l l n e s s  and t h e  time of h i s  expected r e t u r n  t o  duty ,  and f a i l u r e  t o  

do so  may r e s u l t  i n  a charge o f  absence from work wi thout  leave .  
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( e )  Appl ica t ion  f o r  s i c k  l e a v e  of more than one day s h a l l  be  

made upon t h e  form provided t h e r e f o r  w i t h i n  two days a f t e r  r e t u r n  t o  

duty.  h i c k  l e a v e  o f  more tnan one day must be supported by a s t a t e -  

ment by a r e g i s t e r e d  dnd p r a c t i c i n g  phys ic ian  t h a t  t h e  employee was 

i n c a p a c i t a t e d  t o  perform h i s  usua l  d u t i e s  and must cover  all absences 

beyond t h e  first; day. 

a t t ended  by a phys ic ian ,  a s tatement  by t h e  employee c e r t i f y i n g  t h a t  

he was i n c a p a c i t a t e d  f o r  du ty  may be accepted i n  . l i eu  of  a medical 

c e r t i f i c a t e ,  but  such s t a t emen t  must be f i l e d  wi tn in  two days af ter  

r e t u r n  t o  duty.  

absence wi thou t  l eave ,  and, when a p p r o p r i a t e ,  d i s c i p l i n a r y  a c t i o n  

may be taken. 

( f )  

I n  some i n s t a n c e s  where employees are no t  

U n j u s t i f i e d  l e a v e  may be changed t o  annual  l e a v e  o r  

Sick l e a v e  may be g ran ted  t o  an  employee who, because of 

i l l n e s s  o r  i n j u r y ,  i s  unable t o  r e t u r n  t o  work fo l lowing a per iod  

o f  nonpay s t a t u s .  

( g )  Employees on extended l e a v e  ( i n c l u d i n g  s i c k  .leave f o r  matern i ty  

r easons )  a t  t h e  time advance n o t i c e  of  r e d u c t i o n  i n  f o r c e  o r  d i sp lace-  

ment is rece ived  may be continued on s i c k  l e a v e  f o r  the d u r a t i o n  of 

t h e  i l l n e s s ,  no t  i n  excess  of  t h e  e x t e n t  o f t h e  n o t i c e  per iod.  

l e a v e  may no t  be s u b s t i t u t e d  f o r  annual  l eave  aftler t h e  l a s t  day i n  

a duty s t a t u s .  

( h )  

S ick  

Sick l e a v e  may not  be  g ran ted  r e t r o a c t i v e l y  t o  cover any 

per iod  of  absence wi thou t  Bay which has been a p p l i e d  f o r  and approved 

i n  advance, m ~ l a s r ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~  

rn-* 

a d m i n i s t r a t i v e  d i s c r e t i o n  except  as s p e c i f i c a l l y  p roh ib i t ed  above. 

Advance s i c k  l e a v e  may be g ran ted  r e t r o a c t i v e l y  w i t h i n  

(i) If  an  employee s u s t a i n s  a. a d c i d e n t a l  i n j u r y  a r i s i n g  o u t  

of  and i n  t h e  course of h i s  employment which r e s u l t s  i n  t h e  temporary 

t o t a l  d i s a b i l i t y  o f  such employee he may be pa id  .his f u l l  s a l a r y  o r  

wage f o r  a t e r m  no t  exceeding t h r e e  months, upon p r e s e n t a t i o n  of  t h e  

c e r t i f i c a t e  o f  a duly l i c e n s e d  and p r a c t i c i n g  phys ic ian  t h a t  such  

i n j u r u  has  r e s u l t e d  i n  the  t o t a l  temporary d i s a k i i l i t y  of  s a i d  employee. 

Provided, however, it s h a l l  b e  t h e  duty  of such employee, a t  h i s  s o l e  

expense, t o  have a n  e x m i n a t i o n  made of himself  a t  l eas t  once each 

t h i r t y  (30) days by a duly  l i c e n s e d  and p r a c t i c i n g  phys ic i an  and if 
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he  s h a l l  have recovered fromslch d i s a b i l i t y  it s h a l l  be the  duty Of 

t h e  head of the department employing such employee t o  s t o p  payment of  

such s d a r y  o r  wage as a d i s a b i l i t y  and t o  p lace  sa id  employee back 

i n  s e r v i c e ,  and t h e  t ime of h i s  d i s a b i l i t y  shall be considered as 

continuous s e r v i c e  i n  h i s  pos i t ion .  It i s  s p e c i f i c a l l y  provided t h a t  

t h e  w i t h i n  p rov i s ion  i s  intended t o  be and s h a l l  be i n  a d d i t i o n  t o  

and no t  i n  l i e u  of  o r  i n  s u b s t i t u t i o n  f o r  theprov i s ions  f o r  r e t i r e -  

ment f o r  temporary t o t a l  d i s a b i l i t y  as may now o r  h e r e a f t e r  be 

provided i n , a n y  Pension and Relief a c t  o r  Ordinance now o r  h e r e a f t e r  

enacted by o r  e f f e c t i v e  i n  t h e  C i t y  o f  Conway, but  it i s  in tended 

t h a t  an  employee s o  i n j u r e d  s h a l l  be s p e c i f i c a l l y  p r o h i b i t e d  from 

ob ta in ing  payment of wages, s a l a r y  o r  b e n e f i t s  under both t h i s  ordinance 

and any pension and r e l i e f  a c t  o r  ordinance f o r  the  same i n j u r y ,  and  

t o  t h a t  end and e x t e n t  t h e  two enactments s h a l l  be mutual ly exc lus ive .  

SECTION FIVE ( 5 )  BRIEF PEBIODS OF ABSENCE klUl TARDINESS. 

Unavoidable o r  necessary absence from duty and t a r d i n e s s  f o r  less  t h a n  

one hour,  may be excused f o r  adequate r eason  by t h e  employee's depar t-  

ment head. If t h i s  p r i v i l e g e  is  abosed such absence will be charged 

t o  t h e  employee's annual  l eave  o r  d i s c i p l i n a r y  a c t i o n  may be taken.  

Zf t h e  absence i s  charged t o  annual l eave  t h e  charge shall be made i n  

mula ip les  of  one hour. 

absence o r  t a r d i n e s s  the  employee w i l l  not  be r e q u i r e d  t o  work dur ing  

t h e  a d d i t i o n a l  per iod  covered by leave .  

SECTION SIX (6). LEAVE NITHOUT PAY. ja) heave without  pay i s  

temporary absence from duty i n  a nonpay s t a t u s  g ran ted  upon t h e  

employee's r e q u e s t ,  It s h a l l  n o t  be imposed as a pena l ty ,  nor s h a l l  

an  employee be r equ i red  t o  r eques t  l e a v e  without  pay i n  l i e u  of sus- 

pension. 

a matter of r i g h t ,  but such l e a v e  is hereby s p e c i f i c a l l y  made a 

p r i v i l e g e .  Each r e q u e s t  f o r  l e a v e  without  pay sha l l  be c l o s e l y  

examined f o r  the purpose of  a s c e r t a i n i n g  t h a t  t he  b e n e f i t  of t h e  City 

and the  s e r i o u s  needs o f  the employee a r e  s u f f i c i e n t  t o  o f f s e t  t h e  

c o s t s  and a d m i n i s t r a t i v e  inconveniences which r e s u l t  from t h e  r e t e n t i o n  

o f  an employee i n  a l eave  without pay s t a t u s .  

If t h e  l eave  charge exceeds t h e  per iod  of 

No employee s h a l l  be able t o  demand l eave  wi thout  pay as 

( b )  Leave without  pay f o r  an extended pe r iod  of t ime s h a l l  no t  

be g ran ted  except  when t h e r e  i s  a reasonable  e x p e c t a t i o n  t h a t  t h e  

employee w i l l  r e t u r n  t o  work o r  duty a t  t h e  e x p i r a t i o n  of  t h e  approved 

period.  llHeasonable e x p e c t a t i o n  t o  r e t u r n  t o  dut;y" shall mean that t h e  
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employee will r e t u r n  t o  work i n  t h e  same o r  a simj.lar p o s i t i o n ,  

t i t l e ,  grade and s a l a r y  i n  the  same department as was the  case  when 

the  employee began such leave,  and it s h a l l  f u r t h e r  be appa ren t  t h a t  

such leave w i l l  r e s u l t  i n  t h e  employee's i nc reased  j o b  a b i l i t y ,  o r  

p r o t e c t i o n  o r  improvement of the employeets h e a l t h ,  o r  the  r e t e n t i o n  

of  a d e s i r a b l e  employee. 

( c )  

advance o f  t h e  time when l eave  wi thou t  pay i s  t o  be i n  e f f e c t .  

r e q u e s t s  s h a l l  be submit ted t o  a d  s h a l l  be a c t e d  upon by t h e  head of 

t h e  deparsment employing the  employee making such r e q u e s t ,  and such  

a c t i o n  s h a l l  be deemed f i n a l .  I n  a c t i n g  upon such r e q u e s t s  a l l  de- 

partment heads s h a l l  keep i n  mind t h e  needs o f  hits cepartment and the 

welfare  of t h e  employee. 

All r e q u e s t s  f o r  l eave  wi thout  pay shall. be submit ted i n  
Such 

SECTION SEVEN ( 7 ) .  ABSEKCE WITHOUT LEAVE. A11 unauthorized 

absence from duty on r e g u l a r  work days w i l l  be cons idered  absence 

without  leave. 

absence without  l e a v e  and f o r  i n i t i a t i n g  d i s c i p l i n a r y  a c t i o n  a g a i n s t  

Department heads a r e  r e spons ib le  f o r  c o n t r o l l i n g  

o f fend ing  employees, i nc lud ing  removal f o r  abandonment of p o s i t i o n  

and suspension,  where appropr i a t e  

SECTION SIGHT ( 8 ) .  It is hereby d e c l a r e d  that  t h e  p rov i s ions  

o f  t h i s  ordinance are sepa rab le ,  and i f  any prov i s ion  of t h i s  ordinance 

s h a l l  f o r  any reason be he ld  i l l e g a l  o r  i n v a l i d ,  :it s h a l l  no t  a f f e c t  

t h e  v a l i d i t y  o f  t h e  remainder of t h e  ordinance.  

SECTION N I M  (9 ) .  It i s  hereby a s c e r t a i n e d  and dec la red  t h a t  

t h e r e  js immediate need, i n  o r d e r  t o  p r o t e c t  t h e  h e a l t h  and s a f e t y  

o f  the kmployees o f  t h e  C i t y , '  and t h e r 2 f o r e  the  we l fa re  of t h e  :in- 

h a b i t a n t s  o f  the C i ty ,  and t h e r e f o r e  a n  eme,rgency i s  dec la red  t o  

exist  and t h i s  ordinance s h a l l  be i n  f o r c e  and be e f f e c t i v e  from 

and a f t e r  i ts  passage and p u b l i c a t i o n ,  accordilig to i t s  terms. 

ADOPTED : /4 9 

APPROVED : 
Mayor 

ATTEST : 
Clerk Treasurer  


