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Paid Parental Leave Policy 

CITY OF PETALUMA 

ADMINISTRATIVE POLICY 

 Established: October 2021 

 Effective FY 2021/2022 

 

Paid Parental Leave Policy 

 

Eligibility:  

Effective July 1, 2021 any full time, regular or probationary employee who has been continuously 

employed by the City for at least 12 months prior to the start of the leave shall be eligible for Paid 

Parental Leave (PPL) to use within 12 months of the following eligible events: 

1. Birth of a child of the employee, the employee’s spouse, or the employee’s 

domestic partner. 

2. Placement of a child with the employee’s family for adoption. 

3. PPL does not apply to the adoption of a stepchild by a stepparent. 

For the purposes of PPL, the definition of “parent” and “child” are as defined by the California 

Family Rights Act.  The City Manager has discretion to terminate or modify this policy at any 

time. 

 

Benefit and Use:  

1. Eligible employees shall be granted 320 (this is equivalent to 40 – 8-hour workdays) PPL 

hours to use within 12 months of the qualifying event for the purposes of disability due to 

pregnancy and/or parental bonding. Regular part-time employees shall be eligible for a pro-

rated number of PPL hours, based on scheduled hours of work. 

2. PPL is based on a 12-month rolling calendar. No more than 320 PPL hours may be used in 

any 12- month period. PPL may not be used or extended beyond this 12-month time frame 

and any unused PPL will be forfeited at the end of the 12-month period for the qualifying 

event. 

3. Upon termination of the employee’s employment at the City, he or she will not be paid for 

any unused PPL for which he or she was eligible. 

4. If a City holiday occurs while the employee is on PPL, such day will be charged as holiday 

pay and will not be counted against the employee’s allotted PPL. 

5. PPL is based on the employee’s regularly scheduled hourly base wage. It is considered “paid 

status” for the purpose of merit, seniority, benefit premium contributions, vacation and sick 

leave accrual, and City benefit eligibility and contributions. 

6. PPL counts towards retirement service credit. 

7. PPL shall be used in a block of continuous time or on an intermittent or reduced schedule as 

approved by the eligible employee’s supervisor. Intermittent leaves must be arranged and 

approved by the employee’s supervisor in advance.  

8. PPL shall run concurrently with PDL/FMLA/CFRA. Eligible employees will be reinstated 

to the same or equivalent position subject to permitted defenses under PDL/FMLA/CFRA. 
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This may include altered assignments to accommodate the department’s operational needs 

when the employee is working a reduced work schedule. 

9. An employee on Pregnancy Disability Leave (PDL): Once the eligible employee has 

reduced their sick leave balance to 40 hours or less, they are eligible to use PPL.  An eligible 

employee is not required to further reduce their balance once they have reached the initial 

threshold of 40 hours or less.  

 

Coordination of Benefits & Leaves 

• PPL taken under this policy will run concurrently with leave under the FMLA, CFRA 

and PDL.  

 

• PPL can be fully integrated with any short-term disability or California Paid Family 

Leave program but shall not exceed one hundred percent (100%) of the employee’s 

normal gross salary rate.  

 

• The use of Short-Term Disability (STD) and Paid Family Leave (PFL) will not reduce 

available hours under the PPL leave entitlement.  

 

• For time covered by FMLA/CFRA job protected leave for bonding purposes, PPL 

must be used prior to other accrued leave or unpaid leave except as discussed in 

paragraph 9 above.  

 

• If an employee has exhausted FMLA/CFRA entitlements for reasons other than 

bonding, PPL must be used prior to other accrued leaves or Leave Without Pay for 

arranged leaves for the purpose of bonding. Scheduling of non-FMLA/CFRA 

protected PPL is subject to department approval.  

 

• PPL cannot be used when an employee is on leave for reasons other than the following 

eligible events with the exception of paragraph 9 above: 

1. Birth of a child of the employee, the employee’s spouse, or the employee’s 

domestic partner. 

2. Placement of a child with the employee’s family for adoption. 

 
 

If this policy conflicts with current statutory or case law, the law prevails. 

 

Approved: 

                                                                                                                            

Peggy Flynn, City Manager     Date 
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Paid Parental Leave (PPL) Request Form 
                           Employee to complete form and give to Human Resources in advance of leave. 

 

Employee Name Employee Number_____________ 

Child’s Date of Birth: ________________ Date of adoption if applicable: _______________   

 

Relationship:  

☐Biological Child   ☐ Child Placed for Adoption  

 

Documentation of Relationship will need to be submitted to Human Resources to determine 

eligibility for PPL. 

Upon birth or placement of a child for adoption, employees may be eligible to receive up to 320 hours of PPL (pro-

rated for less than full time employees) to use for the purposes of disability due to pregnancy and parental 

bonding, within 12 months of the birth or placement of the child. To the extent CFRA or FMLA protected 

bonding leave is available, it will run concurrently with PPL. PPL may be used  as a consecutive block of time, 

or on an intermittent or reduced work schedule as approved by the employee’s supervisor in advance.  

PPL is applied until the benefit is exhausted, and prior to other accrued leave or Leave Without Pay except as 

discussed in paragraph 9 in the Paid Parental Leave Policy. Please indicate below how you plan to use PPL leave 

and sign at bottom of form: 

☐I plan to use PPL in one block of time.  

☐Dates of Leave: From_______________to_______________ 

☐I plan to use PPL as part of an intermittent or reduced work schedule as agreed to by my department, as 

follows: 

 

An employee on Pregnancy Disability Leave (PDL):  The employee on pregnancy disability leave may begin 

use of PPL during their period of disability following the birth of the child once the eligible employee has reduced 

their sick  leave balance to 40 hours or less.  An eligible employee is not required to further reduce their sick leave 

balance once they have reached the initial threshold of 40 hours or less.  

 

 

Employee Signature: Date:    

 

Supervisor Signature: Date:    
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