STATE OF GEORGIA
COUNTY OF CLAYTON ORDINANCE 2020-07

AN ORDINANCE OF THE CITY OF MORROW, GEORGIA ESTABLISHING AN SHARED
SICK LEAVE PROGRAM POLICY FOR CITY EMPLOYEES; TO PROVIDE AN EFFECTIVE
DATE; AND FOR OTHER LAWFUL PURPOSES.

WHEREAS, the City of Morrow recognizes the importance of an effective Personnel
Management System; and

WHEREAS, such rules are in place to protect the city and employees from conflicts of interest with
respect to employment; and

WHEREAS, the City is authorized to prescribe personnel regulations, pursuant to. among other things,
Section 3.15 of the City’s Charter; and

WHEREAS, the governing authority has determined that it is necessary to provide regulations for a
Shared Sick Leave Program; and

WHEREAS, Exhibit A of this Ordinance will be added to the Personnel Rules and Regulations as
Section 6.01a Shared Sick Leave Program. Exhibit A includes the Shared Sick Leave Program policy,
the Shared Sick Leave Request Form, and the Voluntary Shared Leave Form.

NOW THEREFORE BE IT RESOLVED by the Mayor and Council of the City of Morrow, Georgia
that Section 6.01a Shared Sick Leave Program of the Personnel Rules and Regulations shall now be
established.

SO BE IT RESOLVED on the 25th day of August, 2020.

City of Morrow, Georgia

T e W

Johft J. Lampl I

ATTEST:

Yasmin Wo, City Clerk




Section 6.01a Shared Sick Leave Program.

(a) Purpose and applicability. The purpose of this section is to set forth procedures and
requirements for a "Voluntary Shared Leave Program" under which sick leave may be
transferred from one employee to another in the event the receiving employee serious illness or
injury that necessitates the employee's absence from work.

(b) Definitions.

(1) Leave recipient means an employee who receives donated leave.

(2) Leave donor means an employee who voluntarily transfers leave to the shared leave
account of a leave recipient.

(3) Severe illness or injury means a catastrophic medical condition of an employee that
would require the employee's absence from work for an extended period (beyond the
employee’s own sick, annual, and holiday time) of time and would result in a loss of
income.

(4) Shared leave account refers to an account established for a leave recipient to receive
donated leave and shall be maintained separately from other leave balances.

(c) Requesting shared leave. To be eligible to receive shared leave, an employee shall:

(1) Meet the following eligibility requirements:
a. Is a regular employee with satisfactory or effective performance rating;
b. Suffers a severe illness or injury, diagnosed by a physician;
c. Has exhausted all accrued leave (sick, annual, holiday, or other).

(2) Prepare a "shared leave request form" by:
a. Obtaining a request form from the supervisor or Department Head: and
b. Submitting a completed form, along with medical verification, to the supervisor
or Department Head. The Department Head then submits to the City Manager
before or during period of leave.

(3) Provide medical verification by:

a. Obtaining a medical statement signed by a licensed physician that:

1. Verifies and describes the incapacitating condition which requires the
employee's absence; and



2. Provides the beginning date of treatment and the date employee is
expected to return to work.

b. Submitting the medical statement directly to the department head of the leave
recipient.

(d) Status while receiving shared leave.

(1) Insurance benefits and leave accrual continue if an employee is in a shared leave
Status.

(2) Shared leave ends when an employee returns to work or is separated from
employment. If the medical provider recommends a gradual return to work. additional
shared leave use may be approved by the City Manager working with the recipient's
Department Head.

(3) Any employee on shared leave shall be prohibited from taking another job. Violation
of this section shall cause the immediate forfeiture of any remaining donated leave.

(4) Any donated sick time shall not have a pay-out value. If an employee leaves with
shared leave time credited to them, the employee will not be paid for anything remaining
at the time of separation.

(e) Donating leave.

(1) An employee who desires to donate leave shall complete a "voluntary shared leave
form" designating the recipient of the leave and the amount of leave to be donated.

(2) Employees donating leave shall donate a minimum of 8 hours, 12 hours. or 24 hours
for Administrative/Public Works, Police Department, and Fire Department respectively.

(3). An employee may donate no more than 50 percent of the accrued sick leave in a
work year. The amount of leave donation shall not exceed 50 percent of the leave balance
at the time of donation.

(4) Once donated, the shared time shall not be taken back. Unused time can be credited
back to the donor, but not to another employee unless that employee goes through the
approval process.

(f) Leave limitations.

(1) A leave recipient may receive and be allowed to use no more than 6 pay periods
(approximately 3 months) of leave beyond their own accrued leave (Value of six pay
periods by category - Administrative 480 hours, Police Department 513 hours, Fire
Department 636 hours). This is a per occurrence limit.




(2) Donated leave may be used only for the severe illness or injury for which the leave
recipient is approved, which includes medical verification.

(3) No employee may donate leave to an immediate supervisor.
(4) Donated leave may not be used to repay advance sick leave.
(5) A leave recipient shall not transfer donated leave to another leave recipient.
(6) Unused donated leave shall not be credited to the leave recipient's accrued or earned
leave balances, or pension account. Any unused leave shall be forfeited or credited back
to the donor.
(7) Nothing in this plan is grieveable.
(2) Prohibition of coercion. An employee may not directly or indirectly intimidate, threaten, or
coerce, or attempt to intimidate, threaten, or coerce any other employee for the purpose of

interfering with respect to donating, receiving, or using sick leave.

(h) If coercion is discovered, the employee who used coercion in any form will be subject to
discipline, up to and including termination.

Records and reports:

(1) The Finance Department shall retain the following documents on individual leave
donations:

a. Approved and disapproved leave recipient and donor forms;
b. Number of hours transferred to each leave recipient;

¢. Number of donated hours used by each recipient,

d. Written notice of termination of severe illness or injury, and
e. Any other material pertinent to each leave recipient or donor.

(2) Voluntary shared leave program documents must be maintained separately from other
employee personnel files.

(3) All practices will be in accordance with all applicable laws and regulations.
Administrative Responsibilities

(1) Department Head of leave recipient shall review and provide recommendation
concerning employee's request, monitor the status of the employee's severe illness or




injury to ensure adherence to the policies and requirements concerning the voluntary
shared leave program. Department Head shall notify the Department of Finance when
leave status has ended.
(2) The City Manager shall:
a. Review request to become a leave recipient;
b. Verify the eligibility of a leave donor;
c. Advise when request to become a leave recipient is approved or disapproved;
d. Notify the Department of Finance of request approval.
(3) Department of Finance shall:

a. Make appropriate adjustments to recipient and donor leave balance; and

b. Maintain special shared leave account in collaboration with Department Heads,
and the City Manager.

(j) Confidentiality. This information will be kept confidential only to the
extent authorized under the Open Records Act.

(k) This policy does not eliminate or neutralize any FMLA requirements.



