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To be eligible, the City employee must be:

« Working Full-time.

1 OR

« Working at least % time.

AND

 The biological parent of a newborn child.
OR
2 « The adoptive parent/legal guardian of a newly-

placed, adopted, minor child who resides in the same
household.




Birth/Placement (event that triggers Waiting Period)

2. Waiting Period (14 calendar days, beginning day of
birth/placement)

3. 70% Supplemental Leave Period (28 calendar days,

beginning at the end of the Waiting Period)

—

70%
Supplemental
Leave Period

Waiting

Period




The Waiting Period begins on the day of birth or
placement and lasts for 14 calendar days.
The Waiting Period is unpaid.

During the Waiting Period, an employee may:

NN

Work.

Take unpaid leave.

Use accumulated leave.

Exhaust accumulated leave and then take an advance of
sick leave to cover the duration of the Waiting Period.




After the Waiting Period, the Supplemental Paid Leave Period
provides wages for 70% of an employee’s regular hours. The hours are
calculated by averaging the weekly hours worked over the three
months immediately preceding the day of birth/placement of the
child. The benefit does not provide for more than 70% (28 hours) of a
40-hour week.

The average number of regular hours worked, including all hours of paid leave, during
the three month period immediately preceding parental leave shall be used to
determine eligibility for and benefits under parental leave, but benefits cannot exceed
forty hours per week and do not include overtime. Ordinance 310-2015, Section 1, J.




To Determine the 70% Benefit:

1.  Add the total hours worked over the immediately preceding three months,
excluding donated time but including other kinds of paid leave;

2. Determine the average number of hours worked per calendar week;

3. If the average number of hours worked is over forty, use forty hours as the
average;

4. Multiply the average number of hours by 70%. That number is the number of
Paid Parental Leave hours to which the employee is entitled each week of
the four week Parental Leave;

5. Multiply the number of Paid Parental Leave hours by the employee’s regular
hourly wage. That number is the maximum dollar amount of paid parental
leave the employee may take each week during the four weeks of Paid
Parental Leave.

3 Months immediately Prior to Waiting Period I

Calculation Time Frame
Average: Regular hours, Paid Leave

Do not count: Unpaid Leave, Donated Time, other hour I

14 days 28 days

Waiting Period

Period

70% Supplemental Leave



Example 1: An employee who averages 40 hours of work during the

preceding three months will be eligible for hours of regular pay
per week, and may subsidize up to hours per week in
accumulated leave.

Example 2: An employee who averages 30 hours of work during the
preceding three months will be eligible for hours of regular pay
per week, and may subsidize up to hours per week in
accumulated leave.

Example 3: An employee who averages 60 hours of work during the
preceding three months will be eligible for hours of regular pay
per week, and may subsidize up to hours per week in
accumulated leave.

Example 4: An employee who takes Leave Without Pay or uses only
donated time for three months prior to the Waiting Period will be
eligible for hours of regular pay per week, and may subsidize up
to hours per week in accumulated leave.




30% of a 40-hour employee’s regular hours is 12 hours.
12 hours/week for 4 weeks = 48 hours.

To compensate for the other 30% of an employee’s
regular hours, the employee may:

1. Use accumulated sick leave.
2. Not use leave to supplement the 70% benefit.
3. Return to work, forfeiting the remaining benefit.

The employee may not take advanced sick leave for
use during the 28-calendar day 70% Supplemental
Leave Period.

Parental leave under the policy shall run concurrently with Family and Medical Leave Act
(FMLA) leave. Ordinance No. 310-2015, Section L.



1) Health Insurance: Employees remain eligible. Those who go
to unpaid status will be responsible for the premiums upon
return.

2) Leave Accrual: Employees continue to accrue sick leave and
vacation.

3) Overtime: No employee can earn overtime while on Parental
Leave.

4) Donated Time: Employees are not eligible to receive
Donated Time while on Parental leave.

Employees are eligible for all employer-paid and employer-provided benefits and will continue
to accrue other forms of paid leave while on parental leave. Ordinance 310-2015 Section 1. G.




If an employee does not elect to fully supplement Parental Leave
(totally, during the Waiting Period, and 30%, during the 70% Paid
Leave Period), they will not receive Holiday Pay for holidays that fall
during their leave; they will receive whatever portion of leave they
have elected to take.

If an employee does elect to fully supplement Parental Leave, for
holidays that fall during their leave, they will receive Holiday pay
instead of their elected compensation. During the Waiting Period,
they will receive 8 hours of Holiday Pay instead of using 8 hours of
leave or working. During the 70% Paid Leave Period, they will receive
Holiday Pay instead of using 8 hours of leave (70% Parental Leave,
which is lost at that point, and 30% accumulated leave, which stays in
their bank).

Employees are ineligible to receive holiday pay while receiving any unpaid or partially paid
parental leave unless they elect to substitute paid leave so they receive their full pay during
parental leave. Ordinance 310-2015, Section 1. I.




Employees who do not have sufficient sick leave balances to
cover the Waiting Period may receive an advance on sick
leave to cover it (max. 80 hours).

If an employee takes an advance on sick leave during Parental
Leave, and has a negative sick leave balance at the end of
Parental Leave, the employee may take an additional advance
of up to 5 days of advanced sick leave after returning to work.

Any employee who has a negative balance of sick days after taking an advance
of paid sick days following the birth or adoption of a child may take an
additional advance of up to five days of paid sick leave after returning to work.
Ordinance 310-2015, Section 2.




An employee is expected to return to work after the six weeks of Parental
Leave. If the employee needs extended medical leave, regular policy and
contract requirements apply.

Using the 5 additional Advanced Days

May be taken and used only after the employee has returned to work.
Are not, under any circumstances, to be used as an extension of Parental
Leave.

Must be used within 12 months and in accordance with normal sick leave

policy.

Advancing leave creates a negative sick leave balance

After Parental Leave, employees with negative sick leave balances are
ineligible for sick leave, with the exception of the 5 days optionally
advanced after the employee returns to work.

Employees pay back their advanced sick leave as they would normally
accrue it.

If an employee leaves City employment before their balance rises to zero,
the City reserves the right to recoup the value of the advanced days from
the employees last paycheck, retirement contributions, or any leave
balances paid out.




CODES e

PLP

PLU

SPM

Other Sick, Vacation, FMLA, etc.

70% Paid Parental Leave

Unpaid leave that the employee
does not supplement

Sick With Pay — Maternity. To be
used only for paid sick leave taken
for Parental Leave.

Unchanged; used regularly when
employee supplements Parental
Leave.



The Online Resource Library will include:

A Link to the Policy
FAQs

Request Form

This Presentation

The Online Resource Library will be available on CityMatters.
These documents are all available individually, now.
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A. Purpose

Effective January 1, 2016, It ts the policy of the Clty of Cincinnali o pravide Parem sl Leave
fior permanent, ful-time employess of the City, for the birh ef & newly-barm child of for the
aooption of @ minor child. This procedure se=ts Tarh the guidelnes and requirements for
tak ng Parenizl Leave, and sats forh fhe processes involved with providing Parental Leave
lo employee. The Human Resources Department has oversght for enforcement of his.
policy and the Human Resources Drector may review exceptional circumsiances on a case-
by-case basis,

B. Guidelines

Every permanent, ful-tima emploves, working al least & tima, and who acsrues vasalon
and sick leave, is elighle for 58 weeks of Parental Leeve. The employes must be the
bilogical parant of a nawly-bom child or the legal guardian/sdoplive parent of a minar chid
and raside in the same household. Panenlel leave consisls ol a 1d-calandar-day “waiting
pariod” and 248 calender days of paid Pamentd Leave n acocordance with this palicy.

If both parents ane employess of Ihe Cily of Chcinml, they are sach eligible for siv werks
of Parental Leave. The parents may elecl o ke keave concumenily, or they may wfect io
ieke Parental Leave consaculively. In no nstance shall e combined Parental Leave extend
beyond hwelve waaks afler the bolegical child is bom or the adogpted minor child is placed.

C. Eligibility
In arder lo be o gible for Parental Leave the emplioyee must be:

1} In a permanant, full-dime slatus working al least &% (ime; and
2} The biolegical parent: or

3} The legal guardian/adoplive parent of & newly-adooted minor chid who resdes in the
same housenokd.

Employess elecling 1o take parental leave musl provide a bith cerfcaie, adoption
cerficals, or other appropriate doowmantaton wihin 90 days of the brth or placement.
Fadure to do 50 may result in the forfeiturs of leave and the employes will be reepons ble far
ra mbursng the City the value of any benef is received under this palicy.

Mulbple biths or adoptions within six weeks of sach ather shall be considered one qualifying
avant lof purposes of delermining eigibiity for Pamnlal Leave.
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Time Frame

This policy takes effect on January 1, 2016, Employess who adopl chilkdren of whiss

biologieal children are bom before midnight on December 31, 2015, am not elighble for this

benefiL After the bith or sdoplion of & chid bom on or afler January 1, 2016, the

emplayes’s wo-weak wailing period may begin,

Except as otheswise provided in lhis chapter, ag used in this pollcy:

1) Parental Leave congists af & 14-day Waltng Perod, which immediately follows the bidh
or adoption of an eligible child, followed by ihe 2B-day T0% Supplemental Leave Period,

2) The Wailing Period begine an the day a child (s bom or adopted.

3) The T0% Supplemental Leave Pencd may not excesd 26 cakndar days and must
immediately Tollow (ke end of the Wailing Perod.

4) After lhe expiration of the Parental Leave, sdditonal laave wil be governad by City
palicy o the apg ive bangaining ag

Waiting Period
Employees taking Parental Leave must serve a waitng period of 14 calendar deys. The
Walting Panad begins on the day ihe biclegical child is bom or the adoplive child is placed.

During the Wailing Pariod, employess may alect ta:
= Take twn weeks of unpaid leave;
= Work heir regular and essigned schedule; or
= Use sccumdated, paid lnave from employee's leave balances.

If |be employes does nol have encugh sick leave fo cover the entire Wailing Period, the
amplyes may use vacation, I the employes Soes nol have enowgh sick leave or vacation,
tha empioyes may be sdvanced sick leave, consislent with tis procedurs bo cover the
Wailing Prerod, Onos the bwo waek wailing pesiod has eslapsed, the emaleyee will then ba
aligible for four weaks of paid Paranial Leave.

All fime off from work during he Wailing Period, induding unpald time, is io be charged
against the amployes’s FMLA leave entiflement, to the extent e employes i entitled to
FMLA leava,

. T0% Supplemental Leave

Once |he employes has completed the teo week walling perod, $he employee is then
aligihle for 28 calendar days of supplemanial laeve. The emgloyes will ba paid T0% of the
average number of regular hours worked over (he thiee month perod praceding the
Parental Leave, including paid leave other than donated time, bul excluding any overlime
hours. Benefits cannot excaed 40 hours perweek and do nat inchede avardime.

Employess may supplemant e remaining 30% of regulsr hours with accumuiated paid
IBarve.



CITY OF CINCINNATI
Human Resources Policies and Procedures

1) Calculating the 70% Pay

Al fi time shall an employees recene paid Parental Leave of mone than T0% of thalr regular
wage, calsulaled for a 40-hour week, during any of the weeks of Parental Leave. To
determineg 7% of he employea's waga:

il Add tha total howrs worked over the iImmediately preceding thiee months,

i} Determine the sverage number of hours worked per calendar weak,

lii} If the average number of hours worked is aver farty, use farty hours as the averags:

iv) Multiply the average number of hours by T0%. That number is the number of Paid
Parental Leava hours 1o which the employes is antitled each wesk of the four waak
Farental Leave;

v] Multiply tha number of Peid Parental Leave hours by ihe employes’s regular hourly
wage. Thal number @ Ihe maximum dollar amount of paid parental leave the
employes may lake sach week during the four weaks of Paid Parental Leave.

Ezample 1: An employee who averages 40 hours of work dwing the preceding threa
months will by efigible for 28 hours of regular pay per weal, and may subsidize up o 12
hours par week in accumulated laave. Employess avaraging mare than 40 hours per waeek
should use 40} as the sveraga ather than the actual sverage number of hours worked,

: An employes who averages 30 hours of work during the preceding three
months will be eligible for 21 howrs of regular pay per week, and may subsidize up io 9
heours per weak in accumulaied eave.
Example 3: An employes who |8 & nonped slales of s ulilizing only donaled lime for the
Ihrea months prior ko the Wailing Period will be eligible for 0 hours of Parental Leave pay
par week,

G. Supplementing Parental Leave with Sick Leave and Vacation

An employes may use sick leave in agoordance with City policy to supplement Pananisl
Laave. Sick keave hours @mken to supplament Parental Leave must be laken coneumenty
with FMLA leave in accordance with City policy 4.3(6).

Emplayees wha heve axhausied sick leave may usa vacalion lime, in accordance with Cily
poboy 10 supplement Parenlal Lesve. The employes may lake vacalion lexve (o the exdant
the employes would be eligible lo take vacation kave ¥ the employee wers nat on Parental
Leave. Fepmsenlsd amployess should refer B the appropriate collective bargaining
agreement for mons information about using vacation,

Donated time may not ba usad o supplemant Parental Leave.

H. Benefits during Parental Leave

Ermployess remain alighle for all employer-paid and employer-provided benefils and will
confinue o accrue other forms of paid Ieave while on Parental Leave.

1) Health Insurance
Employeas on Parental Lesve remain aligible for healn insurance coverage. I the
emploves slacts fo be in non-pald status for the e week waiting pariod. the employes wil
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be responsible for paying the emoloyes porfion of heallh insuranes pramiums. If the
amployes doas not take pald kave during tha waiting pericd, repaymanl of the presmiums

will be consistent with the City's policy for collecling premiums while an employes Bkas
Leave Withoul Pay.

2) Holiday Pay

Employees are insligible for holday pay during the period of time they eosive unpaid o
padially paid Parenial Leave. An emgloyee & aligble 1o receive holiday pay, as appicable
by Cily palicy, if thay reesive bull pay thraughout the antine leave perod and if thay compiy
with all other palioy and provisions in fhe applicable o bargsining ag

Elgibla employeas will recaive full holday pay, instead of receiving 70% Panefilal Leave pay
and using 30% supplemental pay, for holidays that ooour during their Parenlal Leave,

Swom palice and fire parsonnel lodeil the equivalznt holiday hours for any holiday that falls
wilhif @y partion of the paremnlal leave that the employae s ineligiole to receve holiday pay.

In no instance will the occumence of a holiday during an employes’s Parental Leave justify
an exiension of any kind,

3} Overtime

Employees are nat eligible for any ovarime while on Peramsl Lesve, Overima howrs ane
nol inchded when caloulaling 1he awerage number of hows worked in the preceding thrae
manths.

4) Donated Time
Employees elacling Parental Leava are not elighle io mecaive donated me for any pan of
the gix weak Parental Leava. This includes e walling period and the supplemental leave.

5)

Employees who do nat have sulficient sick leave balances to cover tha Waiting Pedod may
recniva AN advance on sick leave (o cover (he lime perod 1he employes |8 esgible o take
sick [pave. The sdvance will be enlered as a negalive balance and will remain negativa until
tha amployae has accrued sufficiant leave 1o offset the sick lime aduafioed.

Mo mare than 80 hours {for an employes working 40 hours) may be adwanoed for the 1d-day
Wailing Period. Employess working al least 3 time, but less than 40 hours, can receive
advanced leave on a praraled amount.

Any employes who has a negative sick leave batance i the end of the Parental Lasve, aftar
retuming 0 work, may elact to receive an additonal advance of five sick days o be used
wilhin fwedve months. This time can only be wsed for instances that qualify for sick leave. H
ig the responsiblity of the suparvisor of the employes to monitor and ensune that the
employee doas nol axcasd the five sdditional days wihin tha following taatve month periad.
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Donated tma may nol be used 1o bring 2 negative leave balance beck 1o 2ero.

B) mbursemant of Advanced Sick Leave

With the excaption of tsking the five days patenlialy advanced 1o (he smployee al the end of
Parental Leave, employess who are adwancad sick leave will be nelighle to ke sick leave
untd the employes has accied the equivalent hours of sick leave tal was advanced,

7) Reimbursement of Uneamned Advanced Sick Leave

Employees leaving Cily service prior fo saming back advanced sick leave will owe the City
for the value of the paid sick days thai wers Nt eamed back. The City reserves tha right o
withhald the amount cwed from the employes’s last paycheck, any retiremant contributions
withdrawm, or Bny leave belances pasd oul.



Frequently asked Questions

Eligibility
1. When is this policy effectiva®
January 1, 2006

2. I had my baby/adopted my child in December, Does this policy apply to me?
No. The policy applies only after January 1, 2006, Employeas who adopt
<hildren ar whase biclogical children are born before midnight on Decermbar
31,215, are not eligible for this benafit,

E. |'work part-time and less than % tima. Does the policy apoly toma?
No. The policy applies to parmanent full time employess working at least %
tima

<. My child's other parant works for Cincinnati. Can we both take leave?
¥as. If both parents are employees of the City of Cincinnati, they are each
aligibde for six weeks of Parental Leave, The parents may elect to take leave
concurrently, or thay may &lect to take Parental Leave consacutively, In no
instarca, shall the combined Parental Leave extand bayond twebee wesks aftar
tha biological child is born or the adopted minor child is placed

&, The ather parent of my child is not married to me, Can we still use leave for
our naw born child?
¥as. The parents may elect to take leave concwrrently, or they may elect to
take Parental Leava consecutivaly. In no instance, shall the combined Parantal
Leave extand bevond twelve waeks aftar the biclogical child is born,

. Tha child | adoptad is a minor. Can | use the policy far laava®
¥es The palicy applies for the kirth of a newly-born child or for the adoption
af @ minor child

¥. | am adopting a child and my significant other does not live with me but will
help raise the child. Is lsave available for the other parent if not living with us?
HNe. Leave is available for the adeption of a minar child living in the same
household as the employes,

&, What varification is needad to take the leave and how soon do | have to
provide verification of birth or adoption®

Warfication is needad within S0 days of the birth or placemant. Failure to do
=0 may result in the forferture of leave and the employes will b+ responsibla
for reimbursing the City the value of any benefits received under this policy

4. | have mora than ona child baing born within the same tima frame, Can | take
leave for both childran®
Multiple births within six weeks of each other shall be considered ona
qualifying evant for purpoeses of datermining eligiility for Parantal Leave

0. | am adopting more than one child and the second child ks not coming to live
with ma for a few maonths, Can | take a lsave when the sacond child comes?
¥&s, Multiple adoptions within six weeks of sach other shall be considered one
qualifying event for purposas of datermining aligibility for Parental Leave. IF
the secand child arrives mara than six weeks after the first, leave is permitted

Time Framsa

. How long of a lsave can | take?
Parental Leave consists of six calendar weeks. incleding a 14 calendar day
‘Waiting Pariod, which immediately follows tha birth or adoption of an eligible
child, followed by the 28 calendar day ?0% Supplamantal Leave Paricd

12, When can | take the leave?
After the birth or adoption of a child bom on or after January 1, 2006, the
amployes's waiting period begins, After the axpiration of the Farental Leave,
additional lsava will be governad by City policy or the applicable collectiva
bargaining agreamant.

135, How long is the waiting peried?
The Waiting Pariod lasts for twa weeks (fourteen calendar days) beginning on
the day an eligible child is born or adopted, Employees taking Parantal Leave
must sarve a waiting paried of fourtean calendar days

14, Whan does the waiting period begin?
The “Waiting Perod bagins on the day the biolegical child is bom or the
adoptive child is placed

Pay

15, | want to be paid during the waiting period, How can | do this?
Employeas may work thair regular and assigned schedula or use accumulated,
paid, lgave. If no laavae banks ara available, you may request advanced sick
leava




16, How much of my pay does the City cover whila | am on leave?
7% of the regular rate. The 70% Supplemental Leave Pariod lasts for, at most,
four weaks immadiataly following the end of tha \Waiting Faricd

17, How is the 70% determined for most employeas?

a, Add the total hows worked over tha immediately preceding thraa
maonths;

b. Daterming the average number of hours worked per calandar waak;

If the average numbser of hours worked is over forty, use forty hours as
the average;

d. Multiply the average numbser of hours or 40 Cwhichawvar is lass) by F0%
That number is the number of Paid Parental Leave hours to which the
amployes is antitled each week of the four week Parental Leave;

2, Multiply the number of Paid Parental Leave hours by the emploves’s
regular hourly wage. That number is the maximum daollar amownt of
paid parantal leave tha employee may take each week during the four
weeks of Paid Pargntal Leave,

18, 1 am a Fire Fighter working a 48 hour schedule, How is my Farental Leave
calculatad?
Sworn employess with the Fire Department will hawe their average hours
worked during the preceding 3 menths calculated, As long as tha houwrs
avarage 40 or more, the employes will be eligible for 40 hours of parental
leave. The rate of pay used should be the rate of pay for the 40 howr
aquivalent position. However, the leave used to supplement tha parental leave
must be prorated to reflact an accrual based on 48 hours, The employas
should raceiva 28 hours of parental leawa at the hourly rate of the 40 hour
classification and 12 hours of supplamanted Ieave also at the hourly rate of the
aquivalent 40 hour classification, An additicnal -2.4 hours of leave must be
adjustad to account for the accrual at 48 hours but being taken at the 40 hour
rate,

14, How can | cover the additional portion of the leave that is not coverad by the
City?
Employaes may supplement the remaining 30% of regular hours with
accumulatad paid laave,

20,1 do not work a standard Monday through Friday waork wesk, How is my leave
tima counted so | get the same days off as employees working a standard
week?

Once an amployes has complatad the l4-=calendar day waiting pericd, the
employes is then eligible for 28 calendar days of supplemental leave,

21, 1 work a lot of overtime and depend on it to take care of my family. Will | get
tha same level of pay whila on parental lsave?
Tha employes will be paid 70% of the average mumber of regular hours
worked cver the three month period preceding the T0% Supplemental Leave.
Benefits cannot excead 40 hours per waak and do nat includa avertime,

22.Can | use unpaid leave time if | do not have sick or vacation time?
Employaes whao are not eligible to use accrued sick or vacation leave may take
wnpaid leave during the Waiting Period ard may choosa not to supplement
tha four-week Paid Leave period with accumulated leave balances,

Benafits

23 Will | lose my benefits while on parental keava?
Employeas remain eligible for all employarqpaid and employerprovided
banefits

24, Does Parental Leave count towards my FMLA benefit?
wes, Al tirme off from waork during the Waiting Period, including unpaid time, is
o be charged against the amployea’s FMLA laava entitlemant, to tha extant
the employes = entitled to FMLA keave. Sick leave hours taken to supplement
Parental Leave must ba taken concurrently with FMLA leave in accordance
with City policy 4.306) and counted against any sick usage incantives.

25.Can | use donated time to supplamant my pay? My co-workers are willing to
donata,
Donated time is may not be used to supplement any portion of Farental Leawva,

22600 | earn vacation and sick tima while on parantal leave?
¥es Employeas remain eligible for employar-paid and employvarprovided
penefits and will continue to accrue other forms of paid leave while on
Parental Leava

27.'Will | earn Haoliday pay if | am in a fully paid status, meaning | am using sick or
vacaticn tima?
Yes An employas is aligible to receive holiday pay, as applicable by City
policy, if thay raceiva full pay throughout the entire leave pericd and if they
comply with all other policy and provisions in the applicabla collactive
nargaining agreement,

28.Thare are holidays during my parental leave tima frama. Wil this extand my
leava?




Mo, In moinstance will the occurrence of a holiday durieg an employaea’s
Parental Leave justify an extensian of any kind

Advanced Sick Leave

29.| do not have enough sick or vacation time to supplement my leave, Can | buy
sick or vacation tima?
Employess who do not have sufficient sick and vacation leave balances to
<over the Waiting Pariod can use advanced sick keave or purchased wacation
tima, Tha advancad sick leave will be entered as a nagative balance and will
remain negative until the employes has accrued sufficient leave to offset tha
sick time advanced, To subsidize 30% of the TO% Paid Leave period,
amployess may use purchased vacation time but will NOT be advanced sick
leave,

E0.What happens if | have a negative sick leave balance and nead to wse a sick
day for myself or family mamber?
Any employes, who has a negative sick leave balance at the end of tha
Pargntal Leave, after returning to work, may &lect to receive an additional
advance of five sick days to be used within twalve months. This time can only
be usad far instances that qualify for sick lsave,

21, How much sick tima can be advanced?
ho mora tham 23 hours {for an employes werking 440 hours) may be advanced
for the ld4=day Waiting Period, Mo sick keava is advanced to supplement the
Z0% leave,

32,1 work less than 40 hours per week but am considerad full time. Can | still
advanca B0 hours of sick leave?
M. Employess working at keast 3% tima, but less than 40 hours, can receive
advanced lsave on a prorated amount,

25| have a negabive sick balance becausa | got an advance for parental laave, |
returnad to work. Can | ask for donated time to cover this negative balance®
Mo, Donatad time may not be used to bring a negative leave balanca back to
zaro.

24,1 did not return to work or laft City service after using a sick leave advance. Do
| cwa the City for thosa funds used to provida me with leave?
Employvess leaving City service prior to earning back advanced sick leave will
owa the City fior tha value of the paid sick days that were not earned back. The
City resarves tha right to withhold the amount owad from the employes's last

maycheck, any retirement contributicns withdrawn, or any leave balancas paid
aurt,

25 How will the City collact the funds to cover the advance provided from my
Farental Leave tima?
The City reserves the right to withhald the amount owad frem the employes's
last paycheck, any retirement contributions withdrawn, or any leave balances
paid aut
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Complote and seturn this form to pour Department HR Liaison
Please camplete this form in its entirety. incomplete requests for jeave will not be granted

Employes Mame: CHRIS ID

Daprartrment: Date Rocaived:

Haurs normally worked each weak:

Current Balances: Sick Vacation

Other Leave to use and balances:

Carmplete the Leave Schedude to show the schedule of hours you are reguesting bo use:

WEEK | Parental |SWP |Vaca Adv Other Waorking | Unpaid | Total
LHZT:-: hours - Heurs ﬁ'::“ (specity) | "OUrE HOUPS | 40 max)
WAITING PERIODR
Wrek a
Weak 2 a
T0% SUPPLEMENTAL LEAVE PERIOD
Weaek 3 o
Weak 4 o
Weaks o
Woek B o
Totals
Eri?;:)d: Lz s s 20 i} 20 128 240

Ermployes Initials: 1

of
ParenTAL LEAVE REQUEST FORM CINC]NNEVTI

Emploves Acknowlgdaments

. lam a permanent City of Cincinnati employees working as a (Litha):

a. Fulk-tirme {40+ hours par weak]

ta, W Tirme (30 - 40 hours par wisak)

c. Less than 30 hours/week. | am not entitled to this benefit.
2. | am requesting Parental Leave as an eligible employes effective upon the fallowing

avank:

a, The birth of my bialegical child,

b. The placement of an adopted child whao will reside in my househald
3. The future due date of the child, or scheduled date of placement, is:

a.
A, 1wl raturn Lo wiork an

-

Emplayes Signature: Dl




Please direct any questions regarding parental leave to:
Ed Ramsey

Human Resources Department
352.2403
Ed.Ramsey@cincinnati-oh.gov


mailto:Ed.Ramsey@cincinnati-oh.gov
mailto:Ed.Ramsey@cincinnati-oh.gov

