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RULE 15 
 

LEAVE OF ABSENCE 
 
SECTION 1:  ACCRUAL OF VACATION CREDITS  
 
Every full-time employee shall earn vacation credits based on years of service according to the 
following monthly accrual schedule:   
 
Years of Service  40-Hour Employee  56-Hour Employee 
 
0 to 5        8 hours   12 hours    
5 to 10        10 hours   15 hours 
10 to 15   12 hours   18 hours 
15 to 20   14 hours   21 hours 
20+       16 hours   24 hours 
 
Leaves of absence compensated by the Arizona Industrial Commission not in excess of six (6) 
months shall be considered paid service and vacation credits shall continue to accrue. 
  
Any absence without pay in excess of forty (40) hours in any pay period (56 for fire personnel) 
shall not be allowed as creditable time for accrual of vacation credits. 
  
Eligibility to use vacation credits shall begin after completion of six (6) months of service. 
 
SECTION 2:  REQUESTING LEAVES OF ABSENCE  
  
All requests for leaves of absence, with or without pay, shall be made to the employee’s   
Department Director for approval on forms approved by the Human Resources Division.  All 
requests shall be submitted in advance of the beginning date of the leave (except requests for 
unanticipated sick leave which shall be submitted for approval at the earliest possible time) and 
the duration and kind of leave shall be recorded on the leave request form.  Paid leaves of 
absence are subject to the control of the Department Director, Human Resources Manager, and 
City Manager. 
 
Leaves of absence, with or without pay, shall be limited to six (6) months, unless approved by 
the City Manager or required by law. 
 
SECTION 3:  VACATION RATE OF PAY AND ASSESSMENT  
  
Vacation is charged against the employee's vacation credits equal to the number of working 
hours he is absent to the nearest half hour.  Vacation credits are paid at the same rate of pay 
had the employee worked his normal schedule.   
 
SECTION 4:  MAXIMUM VACATION CREDITS  
 
The maximum number of vacation credits an employee is permitted to carry following the 
second pay period end date of the  calendar year is based on years of service according to the 
following schedule: 
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Years of Service  40-Hour Employee  56-Hour Employee 
 
0 to 5      240 hours   360 hours    
5 to 10        240 hours   360 hours 
10 to 15   288 hours   432 hours 
15+    336 hours    504 hours 
 
Any balances exceeding the maximum allowed will be forfeited following the second pay period 
end date of the  calendar year.  The Human Resources Division will reduce these balances to 
the maximum allowed and notify the employee. 
  
Under unusual circumstances, extensions may be granted by the City Manager upon the 
recommendation of the employee’s Department Director.  In no case may vacation credits 
accumulate beyond 480 hours for 40-hour per week employees and 720 hours for 56-hour per 
week employees.  All written authority to carry over vacation credits shall be placed in the 
employees' personnel file as a matter of record. 
 
For good reason, a Department Director may require an employee to forego part or all of a 
scheduled vacation.  No employee shall forfeit vacation credits at the beginning of a calendar 
year if required to forego a scheduled vacation. Upon the recommendation of the Department 
Director, and approval of the City Manager, an employee may be paid for foregone vacation. 
 
SECTION 5:  EXCHANGE OF VACATION LEAVE  
 
Employees are permitted on a voluntary basis to exchange accrued vacation credits for 
compensation under the following guidelines: 
 
A. Eligibility:  An employee must 1) have a minimum balance of 100 hours of vacation leave 

(150 hours for fire personnel), and 2) have taken a minimum of 40 hours vacation credits 
(56 hours for fire personnel) before the twenty-third (23) pay period of the calendar year. 

 
B. Procedure:  The Human Resources Division will advise employees of their eligibility. If 

the employee wishes to participate in the program, they shall indicate the number of 
hours they wish to exchange for compensation and return the form to Human 
Resources.  A maximum of 40 hours (56 for fire personnel) may be exchanged for 
compensation each calendar year.  Compensation will be paid with the twenty-fifth 
payroll check of the calendar year. 

 
SECTION 6:  TERMINATION PAY FOR VACATION CREDITS  
 
Employees shall be paid for accumulated vacation credits upon separation from City service. 
 
SECTION 7:  ACCRUAL OF SICK LEAVE CREDITS   
   
Every full-time 40-hour employee shall earn eight (8) hours of sick leave per month; 56-hour 
employees shall earn 12 hours of sick leave per month. 
   
Eligibility to use accrued sick leave credits shall begin after one (1) month of service. 
 
Leaves of absence compensated by the Arizona Industrial Commission not in excess of six (6) 
months shall be considered paid service and sick leave credits shall continue to accrue.   
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Unused sick leave credits accrue without limitation. 
 
Any absence without pay of more than forty (40) hours in any pay period (56 for fire personnel) 
shall not be allowed as creditable time for accrual of sick leave credits. 
 
Sick leave shall not be construed to be a privilege that an employee may use at his discretion, 
but shall be allowed only in the cases of necessity herein set forth. 
 
Without sick leave credits the employee will receive no pay from the City unless he chooses to 
use available vacation credits.  Sick leave credits are not transferable between employees. 
 
SECTION 8:  SICK LEAVE WITH PAY   

 
Sick leave with pay shall be allowed: 
 
A. When the employee is too ill to work safely or their personal health and well-being is 

affected.  Minor ailments that would not affect the safety of persons or property, or 
endanger the health of other persons, while performing job duties do not qualify an 
employee for sick leave. 

 
B. To seek medical treatment and examination. 
 
C. When the employee is medically unable to work because of pregnancy, miscarriage, 

abortion, childbirth, and recovery there from, and pre and post-natal examinations. 
 
D. To care for an immediate family member with a serious health condition; paid sick leave 

shall not exceed 40 hours (60 hours for fire personnel).  Under unusual circumstances, 
leave duration may be extended if prior approval is given by the City Manager. 

 
Member of the employee's "immediate family" means the mother, father, spouse, child, 
brother, or sister of the employee and step or in-laws of the same.  Under unusual 
circumstances, leave may be granted for other family members if prior approval is given 
by the City Manager. 

  
SECTION 9:  SICK LEAVE AUTHORIZATION  
  
In order to receive compensation while absent on sick leave, the employee shall notify his 
supervisor or department designee prior to the time set for beginning his daily duties.  For 
extended absence, the employee must keep the City abreast of their return to work status in 
accordance with the Family Medical Leave Act.  The employee shall complete a Leave Request 
form stating the reasons for such absence.  The Department Director may request the employee 
submit a written statement from a licensed physician or practitioner stating that he has been ill, 
has recovered from his illness, and is able to perform the duties of his position. 
 
SECTION 10:  RATE OF SICK LEAVE PAY AND ASSESSMENT  
  
Sick leave is charged against the employee's credits equal to the number of working hours he is 
absent to the nearest half hour.  Sick leave credits are paid at the same rate of pay had the 
employee worked his normal schedule 
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SECTION 11:  PAYMENT OF SICK LEAVE UPON SEPARATION FROM CITY SERVICE 
   
Any regular employee who retires from the City service and is immediately eligible for normal 
retirement benefits under a City sponsored retirement plan shall be compensated for their 
accumulated sick leave according to the following schedule: 
 
 40-hour employee:   50 percent of the first 480 hours and  
   25 percent of hours in excess of 480 
 
 56-hour employee:   50 percent of the first 672 hours and  
   25 percent of hours in excess of 672 

 
In the event of the death of an employee, all accumulated sick leave credits shall be paid to the 
beneficiary at the employee’s rate of pay at the time of death. 
 
SECTION 12:  PARTIAL REINSTATEMENT OF SICK LEAVE  
   
Any former employee reinstated within one (1) year of termination will be credited with 20 
percent of his previously accumulated sick leave. 
 
SECTION 13:  LEAVE BANK     
 
The Leave Bank is established for all full-time regular employees who, through catastrophic 
illness/injury of themselves, their spouse, or children, have exhausted their accrued sick and 
vacation credits.  Membership is voluntary.   
 
A. Covered Illness/Injury 
 
 Catastrophic Illness:  A long-term disability that requires hospitalization resulting from an 

illness, such as massive heart attack, cancer, kidney failure, etc. 
 

Catastrophic Injury:  A long-term injury that requires hospitalization resulting from an 
accident, such as loss of limbs, eyes, etc. 

 
B. Membership Contribution 
 

Employees on a 40-hour a week schedule who voluntarily participate must contribute 
sixteen (16) hours of sick leave credits the first year of membership and eight (8) hours 
per year thereafter to be eligible for this program. Employees electing to extend 
coverage for the care of a spouse or child suffering from catastrophic illness or injury 
must contribute four (4) hours of vacation credits per year to be eligible for this program.    

 
Employees on a 56-hour a week schedule (Fire Dept) who voluntarily participate must 
contribute twenty-four (24) hours of sick leave credits the first year of membership and 
twelve (12) hours per year thereafter to be eligible for this program. Employees electing 
to extend coverage for the care of a spouse or child suffering from catastrophic illness of 
injury must contribute six (6) hours of vacation credits per year to be eligible for this 
program.   
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Employees may join the Leave Bank at any time.  The annual renewal contributions will 
be made in July of each year.  An employee who cancels membership in the Leave 
Bank and later rejoins must contribute at the first year membership rate and serve a new 
six (6) month waiting period. 

 
An employee leaving the City's employment may donate the remainder of their sick 
leave to the Leave Bank. 

 
C. Bank Withdrawal 
 

1. Employees must meet an initial six (6) month waiting period from date of 
membership to be eligible to withdraw from the Leave Bank.  

 
2. Employees who suffer catastrophic illness/injury, and who have exhausted their 

accrued sick and vacation leave, may submit a request for withdrawal to the 
Human Resources Manager   

 
3. Employees with a spouse or child suffering from catastrophic illness of injury 

requiring care by the employee, and who have exhausted their accrued sick 
leave and vacation credits, may submit a request for withdrawal to the Human 
Resources Manager. 

 
4. The Human Resources Manager will certify whether the employee is entitled to 

withdraw from the Leave Bank.  Based on the information, the City Manager shall 
approve or disapprove the employee's request for withdrawal from the Leave 
Bank.  If the request is approved, the Human Resources Manager will inform the 
employee. 

 
5. During the period an employee is withdrawing from the Leave Bank, he may be 

required to present a monthly statement from his physician certifying that he is 
medically unable to perform the job.  For a family member’s illness or injury, a 
physician’s statement may be required outlining the care provided by the 
employee.  Failure to present certification may result in termination of Leave 
Bank withdrawal benefits.  The City Manager shall be solely responsible for 
termination of benefits under this provision. 

 
6. An employee may withdraw from the Leave Bank for a maximum of six (6) 

months from the date of personal injury or illness provided he qualifies as 
outlined above. 
 
An employee may withdraw from the Leave Bank for a maximum of twelve (12) 
weeks when providing care for their spouse of child suffering from catastrophic 
illness or injury, provided he qualifies as outlined above. 
 
The City Manager may authorize withdrawals beyond six months in 30-day 
increments. 
 

7. Unless approved by the City Manager, no employee will be allowed to withdraw 
from the Leave Bank in excess of the balance available at the time of withdrawal.   

   



RULE 15 
LEAVE OF ABSENCE 

15-6 

 
8. Employees withdrawing from the Leave Bank shall not be eligible to accrue sick 

or vacation credits. 
 
D. Conversion to Dollars 
 
All sick leave and vacation credits contributed to, and withdrawn from, the Leave Bank will be 
converted to dollars based on the employee’s current rate of pay.   
 
SECTION 14:  SICK LEAVE EXCHANGE    
 
In January of each year sick leave credits may be exchanged for vacation credits on a 3-for-1 
exchange rate.  Eligibility is based on sick leave used during the 26 pay periods of the 
preceding calendar year and a minimum balance after the exchange. 
   
  
A. Eligibility   
 
 40-Hour Employee 
 

Used less than 40 hours of sick leave credits during the 26 pay periods of the preceding 
calendar year and will maintain a balance of 96 hours after the exchange has been 
completed. 

 
 56-Hour Employee 
 

Used less than 60 hours of sick leave credits during the 26 pay periods of the preceding 
calendar year and will maintain a balance of 144 hours after the exchange has been 
completed. 

 
Sick leave credits contributed to the Leave Bank are not considered as hours used for the 
purpose of this program. 
 
B. Exchange 
 

EMPLOYEES WORKING 40-HOUR WEEK 
 
 SICK LEAVE USED   SICK LEAVE COST  VACATION GAIN 
 
 None     120 hours   40 hours 
 1.0 -   8 hours    96 hours   32 hours 
 8.5 - 24 hours    72 hours   24 hours 
 24.5  - 39.5 hours    48 hours   16 hours 
 40 hours or more       0 hours     0 hours 
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EMPLOYEES WORKING 56-HOUR WEEK 

 
 SICK LEAVE USED   SICK LEAVE COST  VACATION GAIN   
 
 None     180 hours   60 hours 
 1.0 - 12 hours  144 hours   48 hours 
 12.5  - 36 hours  108 hours   36 hours 
 36.5  - 59.5 hours    72 hours   24 hours 
 60 hours or more       0 hours     0 hours 
 
C. Procedure  
 

Human Resources will forward information on eligibility for the exchange to the 
employee in January of every year.  If an employee elects to participate in the program, 
he shall note the number of hours he wishes to exchange and returns the form to Human 
Resources.  Human Resources will process the exchange in February.   

 
SECTION 15:  WORKER'S COMPENSATION IN RELATION TO SICK LEAVE 
 
Employees are covered by the City, under the Arizona State Worker's Compensation Act, 
against injuries and illnesses occurring in the course of City employment.  The law provides for 
payment of medical expenses and under certain circumstances, compensation for loss of 
income.  To establish entitlement, it is mandatory that every job related injury or illness, 
regardless of severity, be immediately reported to the supervisor and a written report prepared 
and submitted to the Human Resources Division. 
 
Worker's Compensation, except for payment of medical expenses, shall not be paid for the first 
seven (7) calendar days after injury or illness.  If the disability extends beyond the seven (7) day 
period, Worker's Compensation shall begin on the eighth day.  If it continues beyond the 
thirteenth day, compensation shall be computed and made retroactive to the date of injury or 
illness.  State Law establishes the amount of compensation.   
 
An employee may use accumulated accruals for a maximum of six (6) months from the date of 
injury/illness during those periods when Worker's Compensation is not provided by the State or 
a proportionate amount if the workmen’s compensation is less than the employee’s normal 
gross pay.  If accruals are exhausted prior to six (6) months, and if eligible, an employee may 
request withdrawals from the Leave Bank.   
 
No employee shall be entitled to sick leave as a result of a job injury or illness incurred while 
employed by someone other than the City of Sierra Vista. 
 
SECTION 16:  SPECIAL LEAVE FOR FAMILY DEATH   
  
Upon documenting that a family member has died, an employee may be granted leave with pay, 
not chargeable against sick or vacation leave.  For the purpose of bereavement leave, family is 
defined as spouse, child, mother, father, brother, sister, grandmother, grandfather and in-laws of 
the same.   Paid bereavement leave shall not exceed 24 hours (36 hours for fire personnel) or 
40 hours (60 hours for fire personnel) if significant travel is required.  With City Manager 
approval, bereavement leave may be extended 16 hours (24 hours for fire personnel) for special 
circumstances.  If additional time is necessary, it will be charged against sick leave credits or 
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vacation credits.     
 
SECTION 17:  MILITARY LEAVE  
  
An employee who is a member of the National Guard or Reserve Corps of the United States 
Armed Services shall be entitled to leave of absence without loss of time, pay, vacation, or other 
employment rights during the time when engaged in ordered annual training for a period not to 
exceed thirty (30) days in any two (2) consecutive calendar years (maximum 240 hours or 360 
hours for fire personnel).  The time spent on military training is creditable time for all purposes 
and no charge is made against accrued leave. 
 
SECTION 18:  JURY DUTY  
  
In the event an employee is subpoenaed or summoned for jury duty, he must immediately, and 
in advance of said leave, notify the Department Director.  Subject to verification of duty, the City 
will pay the employee's salary while absent for jury duty or as a witness.  If the employee 
receives salary re-numeration for jury duty or subpoena, it shall be turned in to the City of Sierra 
Vista. 
 
SECTION 19:  SPECIAL LEAVE WITHOUT PAY   
 
An employee holding a position in the City service, upon written request approved by the City 
Manager, may be granted special leaves of absence without pay for any of the following 
reasons: 
 
A. To enable an employee who is physically or mentally incapacitated to recover their 

health; including pregnancy, miscarriage, abortion, and childbirth; 
 
B. To enable an employee to care for the serious illness of a child, spouse, parent, or legal 

dependent; 
 
C. To enable any regular employee a leave of absence for equally good reasons. 
 
When a special leave of absence without pay is approved for medical reasons, the 
commencement, duration, and termination of such leave shall be dependent upon the 
employee's physical condition, type and nature of work performed, and recommendation of the 
employee's or City's physician.  Unless certified by a physician as being physically unable to 
return to work, employees are expected to return and resume their duties not later than six (6) 
months from the commencement of leave.  Failure to return, unless granted additional absence, 
may be cause for termination. 
  
Employees on special leave of absence without pay shall accrue benefits, entitlements, and 
service credits as required by law or specified herein. 
 
SECTION 20:  SPECIAL LEAVES WITH PAY 
  
An employee may be granted an extended leave with pay when it is clearly in the best interest 
of the City and approved by the City Manager. 
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SECTION 21:  SUBSTANCE ABUSE LEAVE  
  
An employee may use accumulated leave while participating in an approved drug or alcohol 
treatment program. 
  
Participation in this program will not have an adverse effect on the promotional potential, 
seniority, or any other benefits derived from employment with the City. 
 
SECTION 22:  EFFECT OF LEAVE ON SENIORITY  
  
Seniority will continue to accrue during periods of duly authorized leave granted in consonance 
with this ordinance. 
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