CITY OF
TRAVERSE CITY

MILITARY LEAVE
POLICY NO: 236-P

e Applies To: All regular employees of the City of Traverse City who are required to take a
leave of absence for military service, training, or related obligations.
e Effective Date: 07/01/2025

o Associated References: USERRA - Uniformed Services Employment and

Reemployment Rights Act

Purpose:

The purpose of this policy is to outline the City of Traverse City's commitment to supporting
employees who are called to serve in the United States Armed Forces, including the Army, Navy,
Air Force, Marines, Coast Guard, National Guard, Reserves, or Public Health Service. This
policy ensures compliance with all applicable federal and state laws, including the Uniformed
Services Employment and Reemployment Rights Act (USERRA), regarding military leaves of
absence, reemployment rights, and continuation of benefits.

Additional Authority:
USERRA - Uniformed Services Employment and Reemployment Rights Act

Scope:

This policy applies to all regular employees of the City of Traverse City who are required to take
a leave of absence for military service, training, or related obligations. It provides guidance on
the process for requesting leave, outlines employee rights and responsibilities during the leave,
and describes the conditions for reinstatement upon completion of military duty.

The City values the service and sacrifice of its employees who serve in the uniformed services
and is committed to providing the protections and support they are entitled to under the law.

Responsibility:

The City Manager, through the Human Resource Department, is responsible for the development
and implementation of this policy.

Policy Statement:

An employee who is a member of the United States Army, Navy, Air Force, Marines, Coast
Guard, National Guard, Reserves or Public Health Service will be granted an unpaid leave of
absence for military service, training or related obligations in accordance with applicable law.
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Military leave of absence is non-paid time off granted to regular employees for military training
or service. Employees are asked to inform their Department Director at least 30 days in advance
of the approximate beginning and concluding dates or as soon as they are aware of the military
obligation.

At the conclusion of the employee’s active duty, they will be reinstated in accordance with the
provisions of the Uniformed Services Employment and Reemployment Act of 1994, as amended.
Under the Act, the maximum time the employee may be absent and be still guaranteed
reinstatement is five (5) years.

Under USERRA, returning service members must report back to work or apply for
reemployment within the required timeframe, which varies based on the length of their service.
To be eligible the service member must abide by the following guidelines: 1-30 days of service:
Report next scheduled workday. 31-180 days of service: Apply within 14 days completion of
service.

An application for reemployment need not follow any particular format. The employee may
apply orally orin writing and contact Human Resources. The application should indicate that the
employee is a former employee returning from service in the uniformed services and that he or
she seeks reemployment with the pre-service employer. The employee is permitted but not
required to identify a particular reemployment position in which he or she is interested.”

If employees wish to take earned vacation, compensatory or personal days while on a military
absence, they may do so at their discretion. Holidays shall be paid during the first 180 days of
leave, after that, holiday pay is discontinued. At the conclusion of the leave an employee has a
right to return to the same position the employee held prior to the leave or to a position with
similar seniority, status, benefits and pay that the employee is qualified to perform.

Group health insurance coverage for the employee and covered dependents will continue for
thirty-one (31) days from the date the military leave of absence begins. After the thirty-one (31)
days expires, the employee will have access to COBRA to continue coverage.

The City of Traverse City abides by the mandatory provisions of Federal and State laws, and its
judicial interpretations with respect to leaves of absence due to active military service,
re-employment of veterans, Reserves/National Guard and the U.S. Public Health Service, contact
the Human Resource Office if you require such a leave.

Approved By: Elizabeth Vogel on 06/12/2025 Original Effective Date: 07/01/2025

Signature: 1 L 0 _(,-Lf_,.--’\
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