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PURPOSE

To develop a fair and standard business process for processing and approving leave
requests. (Annual, compensatory, and floater holiday leave)

SCOPE

This Standard Operating Procedure (SOP) shall apply to all operational field personnel
assigned to a station and shall be used when requesting annual leave, compensatory
leave or floater holiday leave.

BACKGROUND

It is the responsibility of each employee to ensure their leave balances remain below the
maximum carryover balance allowed by the City prior to the last day of each calendar
year. Please refer to SOP 2.3-Leave Accumulation and Use. Leave approval/denial will
ensure minimum staffing and response criteria are maintained as per SOP 7.2-Staffing
and Response Criteria.

Other factors that may impact leave usage and approval, are personnel with approved
orders for active military duty, personnel on FMLA, holidays, special events and/or
training dates.

The online department scheduling system will be maintained to show assigned Kelly
Days, approved leave and other factors as noted above.

PROCEDURE

There will be two types of leave requests available to personnel: Seniority Based Leave
Requests and Open Leave Requests. The following procedure shall be used to request
the use of annual, compensatory, or floater holiday leave by all operational field
personnel.
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From The City’s Comprehensive Employee Management System: Annual leave will
be granted in a manner mutually agreeable to the employee and the employee's
supervisor or department head. Annual leave shall be arranged to meet work
requirements.

Only two (2) personnel per day will be granted annual, compensatory, or floater
leave in addition to the scheduled Kelly Days.

Black-Out Dates - The department may identify dates when there will be no leave
granted (Ex. Apple Blossom). Kelly days may be revoked during black out dates.

Mandatory Training Dates — The department will identify mandatory training dates
for personnel to attend training while not working in the station. Personnel may
request leave from their normal shift assignment on mandatory training dates.
However, personnel are required to attend one of the mandatory training
sessions while not working in the station.

Seniority Based Leave Requests

1. Seniority Based Leave approval is not guaranteed.

2. These requests will be processed based on the employee’s hire date on record
with the City Human Resource Department and by assigned shift.

a. If there is a tie between employee hire dates the tie breaker will be based
on the following, in the order listed:
i. Career Development Rank
ii. Coin flip

3. Seniority Based Leave Requests MUST be received by your assigned Battalion
Chief via the department online scheduling system between November 16™ and
November 30" of each year for leave in the next calendar year at which time
leave will be approved or denied based on item one (1) above.

4. Seniority Based Leave Requests that are not time/date stamped by the
scheduling system within the November 16" - 30" timeframe will not be
processed and will be returned to the employee.

5. Personnel can submit for a maximum of 144 hours of seniority based leave of
which only 96 hours can be consecutive (Kelly Days and shift trades are not
considered work days and do not reset the consecutive hours off .

6. Personnel should submit alternate leave dates in the order of priority in the event
that leave is denied on a requested date.

7. Personnel should acknowledge in the leave request notes if they desire the
continuance of leave approved if one or more of requested consecutive dates are
not available.

Open Leave Request

1. Open Leave approval is not guaranteed.

2. Open Leave Requests will be received by your assigned Battalion Chief via the
department online scheduling system on a first come/first serve basis anytime
after December 8" of each year for leave in the next calendar year at which time
leave will be approved or denied.
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3. Personnel can submit for a maximum of 96 consecutive hours of open leave.
4. Open Leave Requests must be submitted a minimum of three (3) days prior to

the date leave is to begin.
5. Personnel should acknowledge in the leave notes if they desire the continuance
of leave approved if one or more requested dates are not available.

Leave requests MUST be submitted utilizing the department’s online scheduling system
in order to be considered. The department is not responsible if returned leave requests
are not corrected and returned by the identified deadlines.

It is recommended that personnel maintain an email copy of submitted leave requests.

The department reserves the right to deny any leave request and revoke
approved leave in order to comply with SOP 7.2 Staffing and Response Criteria.
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