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Military Leave
City of Rochester Organizational Policy
Purpose
The City will grant a military leave of absence to any employee presenting proper orders calling them to temporary or active duty, including military training with a reserve unit of the United States Army, Navy Marine Corps, Coast Guard or a National Guard Unit. The City will also grant  leaves of absence for certain military events of an employee’s immediate family member. 
Military Leave Eligibility
An employee serving as a member of the National Guard or reserve unit is eligible for up to 15 days of paid military leave per calendar year. A day is defined as any amount of leave requested during one scheduled shift. For example, if an employee is scheduled to work a 12-hour shift and subsequently misses the entire shift, they would receive 12 hours of military pay and this is considered one day. However, if an employee is scheduled for a 12-hour shift and only misses 2 hours of the shift, this is also considered one day. Employees may choose to take the 15 days for consecutive scheduled shifts or divide the days over the calendar year. Paid military days are not a bank of time and do not roll over from year to year, nor are unused days eligible to be paid out at the time of separation.
Employees may choose to be unpaid for military leave; however, they cannot intermittently use unpaid time, military days, or personal leave accruals during a continuous absence as a way to extend benefits or remain on payroll. Military leave will only be granted so long as the military or naval service is satisfactorily performed. 
Request for Military Leave
Employees are required to submit a “Leave of Absence” Request form which will notify Human Resources of the request; a copy of orders or a formal statement from the appropriate military commander will need to be attached. Employees should also notify their supervisor of their leave. Reasonable advance notice will be required. 
When an employee is ordered to duty as the result of emergency, declared by state or federal authorities, a "Leave of Absence” request form is not required unless the time-off exceeds two (2) calendar weeks.
Return from Military Leave
Employees returning from military leave have reinstatement rights if the cumulative length of service that causes a person’s absence from a position does not exceed five years, or if greater than 5 years, meets one of the exceptions outlined in Minnesota Statute or the Uniformed Services Employment and Reemployment Rights Act (USERRA). Employees must return to their public position immediately, as defined by law, in order to receive reinstatement rights. While on a paid military leave, employee pay, seniority, and benefits will continue in the same manner as outlined in other City policies. If an employee is in an unpaid status, they will follow the same procedures for any employee on an unpaid leave of absence, including eligibility for continuation of insurance coverage under the Consolidated Omnibus Budget Reconciliation Act (COBRA). Upon return from an unpaid military leave, the employee will be promptly reemployed and have seniority, pay, leave accruals, and other benefits reinstated. Employees will be given an option to purchase missed Public Employee Retirement Association (PERA) contributions or service credits during an unpaid military leave of absence. In the event an employee chooses to pay back contributions, the City will also pay the missed employer contributions to PERA for that same period. 
Family Members of Military Personnel
Military Ceremonies
The City will grant an unpaid leave for an employee to attend a send-off or homecoming ceremony for an immediate family member, who is a member of the United States armed forces, and has been ordered into active service in support of a war or other national emergency. Immediate family member for this leave is defined as a person’s grandparent, parent, legal guardian, sibling, child, grandchild, spouse or fiancé. 
The employee will be limited to using unpaid time for only the amount of actual time necessary to attend the send-off or homecoming ceremony for the mobilized service member. The total amount of time shall not exceed one full working day in any calendar year. The use of unpaid time may have an impact on benefits, as outlined in the City’s Leave Without Pay Policy.
Reasonable notice when requesting time off for these events will be required and formal documentation must be submitted to human resources by emailing benefits@rochestermn.gov.  If an employee uses their paid time off, no documentation is necessary but reasonable notice to the supervisor is still required. 
Military Related Injury or Death
The City will grant up to 10 working days of unpaid leave to an employee whose immediate family member is a member of the United States armed forces who has been injured or killed while engaged in active service. 
Immediate family member for this leave is defined as a person’s parent, child, grandparent, sibling or spouse. Employees must provide as much notice as practicable when requesting leave related to the injury or death of an immediate family member who is an active military member. Notice shall be sent to the employee’s supervisor and the individual must complete the Leave of Absence Request Form. Employee’s should review the Family & Medical Leave policy for other leave time that may be run concurrent with this section.
In the event an employee chooses to use their own accrued leave benefits for a qualifying leave under this section, the length of leave provided will be reduced by any period of paid leave. 
Associated Forms
All forms associated with this policy can be found on Rochester@Work. 
· Leave of Absence Request Form
Legal & Statutory Authority 
MN Statute 192.26
MN Statute 181.948
MN Statute 181.947
USERRA
COBRA
Approval & Policy Revisions
Policy revisions approved on July 1, 2026
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Alison Zelms, City Administrator
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