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SECTION I. PURPOSE

This policy describes the paid leave time the University offers to regular, hourly staff and conditions
for its use.

SECTION Il. SCOPE AND APPLICABILITY

This policy applies to regular full-time and part-time hourly staff. Faculty, salaried staff, term
appointments (salaried), temporary staff, on-call staff and student workers are not eligible for PLT.

SECTION IIl. PLT GUIDELINES

PLT provides flexibility for time off for personal and family reasons as well as for illness and
vacation purposes.

e Taking time off for reasons other than approved absences is a violation of University policy
and will be seen as a performance issue. Approved absences include: properly reported sick
and safe time leave, approved personal leave and approved unpaid leave.

e Compensatory time in the form of additional PLT is not a practice the University permits for
extra hours worked beyond an employee’s regular schedule.

e PLT may be used for any purpose, including vacation, personal days off and sick and safe
time leave.

e Sick and safe time leave is paid leave that can be used for:

(a) the employee’s own illness, injury or health condition, or medical appointments (e.g.
the flu; strep throat; treatment of a chronic condition; hospitalization; a mental
health crisis; and significant distress associated with a traumatic event, including
identity-based trauma);

(b) an illness, injury or health condition of, or medical appointments for a member of
the employee’s family or household;

(c) time off occasioned by domestic abuse, sexual assault or stalking (e.g., absences
required for medical attention, obtaining victim services or counseling, relocation or
securing an existing home, or legal process) for the employee, a member of the
employee’s family or household or a person with a close association equivalent to a
family relationship;

(d) the 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;

(e) workplace closure due to weather or public emergency or the employee’s need to
care for a family member whose school or place of care is closed for such reasons;
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(f) when there is a public emergency, the employee is unable to work or telework due to
employer restrictions relating to possible transmission of a communicable disease or
because the employee is seeking or awaiting a diagnosis due to exposure or employer
request; or

(g) 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.

Eligible full-time (40 hours/week) hourly employees accrue PLT according to the following
schedule. PLT for eligible part-time hourly employees will be prorated based on FTE (full-
time equivalency). The accrual year for PLT is October 1 to September 30.

LENGTH OF ACCRUAL | APPROXIMATE | APPROXIMATE
SERVICE RATE DAYS PER YEAR [WEEKS PER YEAR|
Less than 4 years .068 17.5 3.5
4 yrs up to 12 years .090 23.5 4.7
12 years & over .109 28.5 5.7

PLT may be taken in 15-minute increments.

New employees begin accruing PLT immediately upon hire. PLT can be used for sick and
safe leave purposes immediately after accrual.

PLT is accrued at the end of each pay period and may not be taken during the pay period in
which it is earned.

Full-time hourly employees are permitted to carry forward a maximum of 160 hours of PLT
each September 30th.

PLT hours that are carried forward by part-time employees are prorated based on their FTE
(full-time equivalency), provided, however, that all employees will be allowed to carry
forward at least 80 hours of PLT. For example, an employee working .625 FTE is permitted
to carry forward 100 hours.

Accrued PLT over 160 hours for full-time employees or the prorated carry-forward
maximum for part-time employees will be forfeited or lost if not used by September 30th
each year.

Requests to use PLT must be approved by the employee’s supervisor at least seven days in
advance of the requested time off if the need for leave is foreseeable. If the need for leave is
not foreseeable, such as an unexpected illness of the employee or family member, the
employee must request leave as soon as practicable. Employees must follow established
department call-in procedures to notify their supervisor of absences.

Employees are reimbursed up to a maximum of 160 hours of unused PLT at the time of
termination of employment.

Employees who transfer from an hourly/non-exempt position to a salaried/exempt position
will have their PLT balance converted to vacation hours, OR will be provided with a
prorated vacation hours allotment, whichever is greater based on the date

of transfer. Employees who transfer from a salaried/exempt position to an hourly/non-
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exempt position will be provided with 40 hours of PLT on the date of transfer. No PLT
hours will be paid out due to position transfers.

¢ Employees do not accrue PLT while on short or long-term disability, MN Paid Family
Medical Leave (PFML) or while on an unpaid leave of absence.

e Employees may choose to supplement Minnesota Paid Family & Medical Leave (PFML) and
(if applicable) short-term disability (STD) wage replacement with PLT, up to 100% of the
employee’s base salary. PLT used to supplement wages will run concurrently with other
available forms of leave for which the employee may be eligible, such as PFML, STD or
FMLA leave.

e The University does not unlawfully retaliate against employees for using PLT for sick and
safe time leave or for using PLT concurrent with any other protected leave of absence.

For questions about this policy, contact the Human Resources department using or
call 651-962-6510.
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