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This General Order supersedes all prior rules,    
regulations, policies and procedures, whether 
oral, written or by previous practice. 

               
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
I. FAMILY AND MEDICAL LEAVE ACT (FMLA) LEAVE 
 

NOTE:  FMLA is a designation for a qualifying event. An employee must be on an approved leave type: sick, 
vacation, compensatory time and/or is unpaid leave if requested by the employee. The employee or the 
employer can designate any type of qualifying event as FMLA leave. If the employer designates an 
employee’s leave as FMLA, they will inform the employee that they have done so. (See Personnel Policy and 
Procedures 5.14 for further information on FMLA). 

 
 A. The Family and Medical Leave Act of 1993 requires employers to provide up to 12 weeks of job-protected leave 

per calendar year to eligible employees for certain family and medical reasons.  The total period of FMLA leave 
may not exceed 480 hours per calendar year. The 12 weeks can be comprised of any combination of sick, 
vacation, personal leave/personal time, compensatory time and/ or unpaid leave. 

 
B. Employees who have worked for the City of Dayton for a total of 12 months or more and have worked at least 

1,250 hours during the previous 12 months are eligible to request FMLA leave for covered circumstances. 
 
 C. Employees may request FMLA leave for the following reasons: 
 

1. The birth of a son or daughter where the leave is to care for the newborn child, during the first year of the 
child’s life when medically necessary; 

 
2. The placement of a foster child or adopted child with the employee, during the first year after placement; 

 
  3. To care for the employee’s spouse, son, daughter or parent when one of those relatives has a “serious” 

health condition (Note: a son or daughter does not have to physically reside with the employee and must be 
under age 18 or older if they are unable to care for themselves due to mental or physical disability as 
defined by Human Resources); 

 
4. Because of a serious health condition or injury that makes the employee unable to perform the functions of 

their position. 
 
5. any qualifying exigency arising out of the fact that the employee’s spouse, son, daughter, or parent is a 

covered military member on “covered active duty;” or 

 
6. Twenty-six workweeks of leave during a single 12-month period to care for a covered service member with a 

serious injury or illness if the eligible employee is the service member’s spouse, son, daughter, parent, or 
next of kin (military caregiver leave). (From the Dept. of Labor website) 

 
 
 D. When the need for FMLA leave can be foreseen, the request for leave must be made at least 30 days in 

advance, or as soon as possible when the need cannot be foreseen.  Requests for FMLA leave will be submitted 
to the Office of the Assistant Chief of Police through the employee’s Division Commander. If the request is being 
made after the leave was taken, the KRONOS record of the leave must be attached to the FMLA paperwork and 
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POLICY STATEMENT 

 
The City of Dayton provides for the accrual of sick leave by all full-time employees so those employees do not lose 
their salaries and benefits during temporary periods of disability due to injury or illness.  The City of Dayton also 
provides periods of paid leave for employees to recuperate from injuries suffered while on duty.  The responsible use 
of such leave protects the employee from financial hardship.  The abuse of such leave places hardship on other 
employees and disrupts the work of the entire department. 
 
It is the intent of the Department to assure that those employees who need leave to recuperate from illness or injuries 
are able to do so, while applying reasonable controls to prevent abuse of leave provisions.  All employees have 
access to their leave balances and are responsible for knowing if they possess sufficient sick leave when they call off. 
 






















