
 
 

  

DATE:   May 29, 2020 
 
TO:   MCTS Employees 
 
FROM:  Sandy Kellner, CAO 
 
SUBJECT:  Special Leave Policy:  Effective March 18, 2020.  Revised April 8, 2020; May 29, 2020 
 
Given Governor Ever’s declaration of a public health emergency associated with COVID-19 on March 
12, 2020, MCTS’s principal goal is to protect the health of its employees and the public. MCTS 
recognizes that the populations it serves have essential needs that must be met even – or especially – 
during such an emergency. 
 
Effective immediately, MCTS will grant employees a special bank of time to provide paid leave in cases 
where the public health emergency has limited or prevented an employee’s ability to work onsite or 
remotely.  This policy addresses how employees can use paid and unpaid time off during the COVID-19 
public health emergency.  As part of this, MCTS will strive to provide employees the ability to work 
remotely (“telework”) to limit the need for leave time.   
 

A. Supplemental Paid Leave (SPL) Bank:  Employees will receive the following: 

 

• Actively working, full-time employees (40 hours/week) will receive “SPL Bank” of 80 
hours.  Employees currently on an extended leave (workers compensation, FMLA, military 
leave, or personal leave of absence) will be eligible for the SPL Bank upon return to work.  

• Employees hired at less than 40 hours per week will be granted an SPL Bank of time on a 
pro rata basis, including G30 Bus Operators. 

 

B. SPL Bank Availability:  To use any SPL Bank, an employee must call in consistent with 
departmental procedures, and identify the reason for their inability to work or telework 
under one of the following conditions: 

1. Employee, a member of the employee’s household, or a dependent of the employee is ill 
with acute respiratory illness symptoms (for example,  fever, cough,  shortness of breath), 

or is subject to self-quarantine consistent with the recommendations of the Centers for 
Disease Control (CDC), and the employee cannot telework;  Requires certification by the 
FMLA Administrator.    

2. Employee or a member of their household falls into one of the categories identified by the 
CDC as being at high risk for serious complications from the pandemic influenza virus and 
is advised by a health care professional to stay home or self-quarantine (for example, 
persons with compromised immune systems, persons diagnosed with HIV, an organ 
donation recipient, older adults, and those with underlying chronic health conditions), and 
the employee cannot telework; Requires certification by the FMLA Administrator. 



 
 

  

3. Employee can work, but is unable to telework, unable to work onsite due to a facility 
closure, or has a temporarily reduced or eliminated workload due to reduced service 
and/or workplace activity. 

 

C. Directed Supplemental Paid Leave:  If the Department Director determines the employee’s 
workload has been eliminated or reduced to the point that there is insufficient work to occupy 
a normal workday, the employee will be placed on Supplemental Paid Leave for unworked 
days until the Supplemental Paid Leave balance is used.   Directors may authorize intermittent 
SPL as needed to complete essential duties. 

D. Furloughs (applies to Non-represented staff only; applicability for Local 9 and Local 998 
employees is subject to separate written agreement):  A furlough is a temporary unpaid leave 
of absence at the discretion of the company where the employee has exhausted SPL and is 
unable to work for any reason under Section B above.  Employees are not laid off or separated 
from service.  Employee health benefits will continue without interruption provided the 
employee maintains the employee’s regular monthly premium contribution.   

Furloughed employees will be placed in unpaid status unless the employee elects to use 
accrued paid time off balances.  Furloughed employees in unpaid status are not disqualified 
from unemployment benefits and are encouraged to apply for unemployment benefits to 
cover days not worked. 

When workload and service levels are restored to levels requiring an increase in staffing, 
furloughed employees (paid or unpaid) will be recalled to the employee’s prior department 
and function.   

 

E. Use of Leave Types:  Paid Time Off will be applied in the following order until each category is 
exhausted, unless the employee otherwise elects: 

 
1. Supplemental Paid Leave (SPL) Bank 
2. Furlough (Non-represented employees will be in unpaid status or may elect to use paid 

time off accrued balances as listed below) 
3. Regular Sick Time 
4. Vacation Time 
5. Personal Time 
6. Time off without pay 

 
F. Other Requirements/Limitations 

 
1. The SPL Bank will only be available during the COVID-19 public health emergency and will 

be eliminated upon termination of this public health emergency. 
2. Anytime an employee is missing work due to their own serious medical condition or the 

care of a family member’s serious medical condition, they are directed to follow the 



 
 

  

procedures for requesting covered leave under the Family and Medical Leave Act (FMLA), 
by contacting MCTS’s FMLA administrator Sedgwick at 888-436-9530. FML will 
retroactively be applied to an employee’s initial grant of non-voluntary SPL. 

3. SPL Bank may not be available for self-quarantine based upon voluntary personal travel.  
See COVID-19 Employee Travel Policy for further details. 

4. The SPL leave bank will not be payable upon employee’s termination or retirement. 
5. The SPL Bank is specific to the COVID-19 public health emergency and cannot be carried 

over or used in a different public health emergency. 
6. Employees are subject to the staffing plans and call-in policies of their respective 

department. 
7. Employees who terminate their employment within 90 days after the designated end of 

the COVID-19 public health emergency and who have used time from the SPL Bank, will 
be subject to a one-to-one day reduction in any accrued time that would normally be paid 
out at separation. 

8. Special Leave is considered an excused absence and is not subject to disciplinary action 
when used in accordance with this policy. 

9. Given the rapidly evolving circumstances associated with the COVID-19 public health 
emergency, this policy may be revised to address additional issues as they arise. 

 


