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Leave Without Pay (Non-Military)
City of Rochester Organizational Policy
Purpose
The City of Rochester recognizes there may be needs of employees who require time off that exceed an employee’s available time off accruals. In these situations, the City of Rochester may consider leave without pay. 
Nothing stated in this policy creates an employment contract between the City of Rochester and its employees.
Eligibility
All regular, full-time employees employed by the City of Rochester may be eligible to apply for leave without pay. Employees must use all eligible personal leave accruals, including but not limited to vacation, sick, compensatory time and paid time off (PTO) prior to being eligible for leave without pay. Individuals approved for a leave under the Minnesota Paid Family Medical Leave (PFML) will not be required to exhaust all personal leave accruals prior to using leave without pay.
This policy does not apply to approved leaves of absence under the Uniformed Services Employment and Re-employment Rights Act (military).
Requesting Leave Without Pay
Employees may request leave without pay by submitting a written request prior to the use of leave without pay. This notice must be provided by utilizing the Leave of Absence Request Form found on RW. The notice must state the specific reason for the request and the duration the employee would be absent.
Approval of Leave Without Pay
An employee’s direct supervisor may approve leave without pay up to a maximum of 24 hours per calendar year. The 24 hours is prorated by full-time equivalency (FTE) and supervisors must take departmental needs into consideration and ensure the leave does not unduly disrupt the workplace. Supervisors have the authority to deny a leave without pay request. 
Leave without pay requests that exceed 24 hours per calendar year but less than 30 combined days requires additional prior approval by the Department Head and Human Resources Director or designee. 
Leave without pay in excess of 30 or more combined days requires City Administrator approval.
Impact on Benefit Accruals and Insurance Premiums
Time off accruals are earned based on hours worked and paid. Personal leave accruals such as vacation, sick and PTO will be prorated based on the number of hours without pay within the pay period, even if the leave is covered under the FMLA and/or PFML. Employees who are paid less than 40 hours in a pay period through payroll are not eligible to accrue vacation or PTO and may only be eligible for sick leave accruals in the amount required under the Minnesota Earned Sick and Safe Time (ESST).
When approved leave without pay extends beyond a month-end date, the City will dis-continue benefit premium contributions for medical, dental and City-provided life insurance effective the end of the month. Employees in unpaid status will be issued continuation (COBRA) paperwork, as a temporary reduction in hours. City contributions for these benefits will be reinstated on the first of the month following the employees’ return from leave. However, no refunds for COBRA premium contributions will be made.  Employees on a leave covered under FMLA or PFML will continue to receive City benefit contributions during a period of unpaid time, as outlined in the benefit section of the City’s FMLA policy.
Employees are responsible for managing their leave balances and ensuring they have sufficient balances for scheduled time off. Leave without pay taken without advance approval may result in disciplinary action.
Seniority
Seniority will be adjusted for any unpaid leaves that exceed 30 calendar days and are not covered under FLMA and/or PFML.
Employees that are within their probationary period will have their seniority adjusted and probationary period extended, as referenced in the City’s probationary period policy.
Associated Forms
All forms associated with this policy can be found on Rochester@Work. 
· Leave of Absence Request Form
Legal & Statutory Authority 
· MN Statute 268B
Approval & Policy Revisions
Policy revisions approved on December 31, 2025
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