ALBUQUERQUE POLICE DEPARTMENT
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SOP 3-21 (Formerly 3-15 and 3-72) P&P Draft 03/09/2022

3-21 SCHEDULED AND UNSCHEDULED LEAVE
Related SOP(s), Form(s), Other Resource(s), and Rescinded Special Order(s):
A. Related SOP(s)

2-2  Department Property

2-5 Department Vehicles

2-76  Court

3-20 Overtime, Compensatory Time, and Work Shift Desi n

B. Form(s) ,

City of Albuquerque Supervisor's Injury Investigation Repov
Family Medical Leave Act (FMLA) Packet

%and Loca

Agreement Between the City of Albuq ue and Prlsoner ransport Officers

City of Albuquerque and Albuquerque Clerical and Technical Employees, Affiliated
with the American Federation of State, County; and Municipal Employees (AFSCME,
Local 2962, AFL-CIO, CLC)

C. Other Resource(s)

Agreement Between the City of Albu
AFL-CIO

2 AFSCME, Council 18,

City of Albuquerque Ibuquerque Police Officers’ Association Collective
Bargaining Agree (CBA)

City of Albuquer: Personnel RuIesVReguIations, § 401.4 A. Certification of Sick
Leave

Family Medical Leave Act of 1993
Uniformed Services Employment and Reemployment Rights Act (USERRA) of 1994

D. Rescinded Special Order(s)
AO 21-133 dment to SOP 3-21 Scheduled and Unscheduled Leave; and
wn of Special Order 20-63 Military and FMLA Leave
3-21-1 Purpose
The purpose of this policy is to outline the procedures for scheduled and unscheduled leave.
3-21-2 Policy
It is the policy of the Albuquerque Police Department (Department) to ensure eligible

Department personnel may use their leave in accordance with established City guidelines
and requirements and, when applicable, in accordance with the employee’s union contract.

N/A | 3-21-3 Definitions
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None
N/A | 3-21-4 Union Contracts
A. Department personnel who oversee the Department’s procedures on leave shall
adhere to the provisions outlined in the following union contracts:
1. The City of Albuquerque and Albuquerque Police Officers’ ation Collective
Bargaining Agreement (CBA);
2. The City of Albuguerque and Albuquerque Clerical Tec al Employees,
Affiliated with the American Federation of State, County, and Municipal Employees;
3. The agreement between the City of Albuquerque and L&022 AFSCME,
Council 18, AFL-CIO; and
4. The agreement between the City of *uerque and Prisoner Transport Officers.
7 |3-21-5 Procedures \
A. Family Medical Leave Act (FMLA) Leave
1. Department personnel shall:
a. PickupankFE packet from City of Albuquerque Employee Relations in City
Hall for a on-duty disabilit e and use of five (5) or more consecutive
days of sic ve;
b. e FMLA packet to City of Albuquerque Human Resources Department
personnel for any qualifying event; and
c. Notify theirdirect supervisor and the Operations Review Section Staffing
Detective of their expected leave dates, prior to being placed on FMLA status.
/ A Department supervisor shall ensure Department personnel who are under their
supervision p and submit an FMLA packet to City of Albuquerque Human
Resources.Department personnel for any qualifying event.
a. Upon notification from the employee, the employee’s direct supervisor shall
notify the Operations Review Section Staffing Detective.
3. Department personnel shall be prohibited from working overtime when they are
taking FMLA leave.
6 B. Injured Light Duty (ILD) Leave
1. Department personnel who sustained an injury while on-duty or acquired a job-
related iliness shall promptly notify:

-2.
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N/A

6.

a. Their immediate supervisor;
b. The Operations Review Section;
c. Department Human Resources Division personnel; and
d. City of Albuquerque Risk Management personnel through Medcor.
i. Medcor personnel provide a call reference number for the City of
Albuquerque Supervisor's Injury Investigation Report.
Department personnel who sustained an injury while on-du quired a job-
related illness and require medical care on a week day b en 0800and 1700
hours shall report to the City of Albuquerque Employee Center.

Department personnel who sustained a serious injury while on-duty or acquired a
job-related illness on the weekend or before 0800 and after 1700 hours‘shall:

a. Ifitis an emergency, call Albuquerque Fire Rescue (AFR) paramedics;

b. If it is a non-emergency, call Medcor who will recommend any appropriate
additional medical care includin not limited.to, treatment at an approved

local emergency medical facilityg;*

c. Report to or have someone ity of Albuquer:

medical personnel on the next ing day.

mployee Health Center

Department personnel who are admitted to.a medical facility for treatment of a
work-related injury shall notify City of Albuquerque Employee Health Center
medical personne he time of admission or within a reasonable time.

a. The City uquerque Emp Health Center Medical Director must pre-
authorize t ent for work-related injuries by the Department employee’s
primary care physician or any other physician who does not work for the City of
Albuquerque Employee Health Center.

i. . The City of Albuquerque Employee Health Center Medical Director shall
authorize and select a certified specialist for any necessary specialty care.

When Dep entpersonnel are under the care of an outside consulting physician,
following each visit, they shall also be seen by City of Albuquerque Employee
Health Center medical personnel to keep them informed of their progress.

ILD Leave Request

a. Prior to returning to work, Department personnel who are on ILD must provide
to Department Human Resources Division and Operations Review Section
personnel:

i. Written approval by City of Albuquerque Employee Health Center medical
personnel that authorizes them to return to work, which should state
whether any limitations exist;

ii. Approval by the chain of command up through the Bureau Deputy Chief of
Police or the area commander; and

-3-
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iii. Verification of time lost by Payroll Section personnel.

b. If the employee’s attending physician authorizes them to return to full-time
status and City of Albuquerque Employee Health Center medical personnel are
unavailable, they shall report to their next assigned shift.

7. A supervisor shall:

Investigate the injury or job-related iliness;
Complete the City of Albuquerque Supervisor's Injury stigation Report;
Within three (3) working days from their employee’s w elated injury.or
illness, submit the City of Albuquerque Supervis
through their chain of command to City of Albuq
Division personnel at riskmgmt@cabg.gov;
i. If the Department employee’s work-related injury ness does not require
medical treatment, the supervisor shallindicate in the City of Albuquerque
Supervisor's Injury Investigation Report *For Reporting Purposes Only," and

report the injury to City of Alb rque Risk Management Division
personnel immediately or theworking day if the supervisor is
completing the report aft urs or.during th kend.
e. Document in the City of Albuqu e Supervisor’s Injury Investigation Report
when their employee sustains an injury due to a criminal offense;

i. The investigatingsupervisor shall'include a copy of the Uniform Incident
Report and, if known, the name and address of the individual who
committed crime.

f. Have a Cri ene Specialist (CSS) take photographs of their employee’s
injuries if njuries are a.res f a criminal offense and/or if the supervisor
ieves that photographs are essential for the criminal case;

g. If thei ployee’s injury was the result of a traffic crash or a criminal offense,
submit a copy of the completed Uniform Incident Report(s), Supplemental
Report(s), Uniform Crash Report(s), and the City of Albuquerque Supervisor's
Injury. Investigation Report to City of Albuquerque Risk Management Division

personnel and notify their chain of command; and
/ h. 1f their ejloyee’s injury was the result of a shooting, respond to the scene to

coop

rque Risk Management

ensure th iform Incident Report is completed on the officer’s behalf.
i. ~ The.supervisor shall attach the Uniform Incident Report to the City of
Albuquerque Supervisor's Injury Investigation Report.

C. Military Leave
1. Department personnel who are on active military duty shall:
a. Email the Operations Review Section Staffing Detective when they receive

military orders, when they expect to return to military duty, and their expected
leave dates;
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Use military leave in accordance with the provisions outlined in the Uniformed
Services Employment and Reemployment Rights Act (USERRA) and their
union contract;

i. Paid military leave shall be the preferred method of compensation.

Be authorized to use their compensatory time or vacation leave after their

military leave has been exhausted.

i. Department personnel may also use hazard pay as long as they have
accrued more than eight-hundred (800) hours.

Be allowed to attend regularly scheduled drills;

Notify their immediate supervisor and Payroll Section onnel of their

anticipated absences, including regularly scheduled d t the beginning of

the federal fiscal year (October 1st);

i. The employee’s immediate supervisor and Payroll Section personnel may
request for their commander or non-commissioned er-in-charge
(NCOIC) to list the planned training activities.in almrandum

i. When scheduled drill dates change on short notice, Department personnel
must provide documentation of the change in drill. dates to Payroll Section
personnel from their military

wlsor
2. When Department personnel retw e military » the following

procedures shall be completed in t rder:

a.

If the active military orders last longer than fourteen (14) days but less than
thirty (30) days, Department personnel shall park their Department-issued
vehicle at the of Albuquerque Pino Yards by placing the keys in the
appropriate ox, and shall notify the Operations Review Section Fleet
Manager, sistent with SOPVartment Vehicles;

DepWen sonnel shall take a copy of the military orders to Payroll Section
personnel;

i. < Payroll Section personnel shall inform Property Unit personnel of the
changeqin status.

ii. “Payroll Section personnel shall notify City of Albuquerque Risk Management
Division personnel to remove the employee’s name from the random drug

test | if orders exceed five (5) days.
il Paeron personnel shall notify the Military Liaison Officer of the

military orders.
Department personnel shall turn in Department-issued equipment to Property
Unit personnel, if the military orders last longer than thirty (30) days, consistent
with SOP Department Property;
If active military orders are extended, Department personnel shall inform Payroll
Section personnel and the Military Liaison Officer;
Department personnel shall send a copy of the extended military orders to
Payroll Section personnel;
i. City of Albuquerque health insurance benefits cease unless the Department
employee continues to pay their portion of the benefit.
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3. When Department personnel return from active military duty and/or re-acclimation
time, the following procedures shall be completed in this order:

a. Department personnel shall report to Payroll Section personnel to obtain a
check-in procedure list;
b. Department personnel shall provide a copy of any amended orders to Payroll
Section personnel, specifically orders ending earlier than previously scheduled;
4. Payroll Section personnel shall inform Internal Affairs Professional
Standards Division personnel, City of Albuquerqu Management
Division personnel, and the Advanced Trainin sworn personnel of
the employee’s return from active military duty.
ii. Department personnel shall contact the Military Liais fficer for questions
or concerns;
iii. Consistent with the City of Albuquerque’s Substan buse Policy,

Department personnel who have been on an acti ilitary status for a
period of ninety (90) days or more shall.complete a drug test at the earliest
opportunity;

iv. Upon completion of the drug epartment personnel shall report to

Advanced Training Unit persc@f they are an officer, or shall report to
their supervisor if they ar: ivillan.employe

v. When the results of the dru t are received, for sworn personnel,
Operations Review Section personnel shall notify the employee, the Military
Liaison Officer, and Property Unit personnel; and

vi. Pursuant to USERRA, Department personnel shall be authorized to use re-

acclimation time.based on length of deployment.

1. ent personnel choose to take re-acclimation time, it shall be
rior to returning active military duty.

king re-acclimation time, Department personnel may also use
cation leave and/or compensatory time.

4. Department personnel shall be authorized to use military leave with pay in
accordance with the City of Albuquerque Merit System Ordinance and their union
contract.

a. Departm*sonnel who request to use military leave with pay shall notify
Court. Servi Unit personnel of the anticipated absence, consistent with SOP
Court.

i. This includes using military leave to cover monthly drills and deployment.

b. “If orders are received in less than forty-eight (48) hours’ notice, the Department
employee’s supervisor may provide notice to Court Services Unit personnel on
their behalf.

i. Department personnel shall notify their supervisors and Payroll Section
personnel of expected active-duty military requirements as soon as
possible.

1. Time coded as military leave shall not count towards completion of the
Department employee’s twelve (12) month probation.
2. Department seniority shall not be affected due to military leave.

-6-
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c. The Department employee’s military orders must include travel time in order to
claim it as military leave.

5. The Military Liaison Officer shall:

Be appointed by the Chief of Police;

Be both sworn personnel and a commissioned officer in the guard/reserve;

c. Ensure participation and be familiar with employee suppo t.is provided by
the guard and reserve programs; and

d. Be available to coordinate and resolve problems bet a Department

supervisor or military supervisor and their emplc%?at lowest, most

co

informal level possible, in addition to their norm ties.
i. If the Military Liaison Officer is unable to resolve the problem, they shall
refer the issue to the Operations Review Divisiorﬁmander.
6. A Department supervisor shall:

a. In accordance with federal and ws, make very effort to support
Department personnel who n absent fr ork for reserve training by
ensuring that they are allowe required tlme-

b. Allow Department personnel who receive military orders for reserve training to
use their military leave for any activity.or training in order to cover training time;
and

c. Not prohibit their employee from using their military leave when their military
orders for res raining are unavailable at the time of departure.

D. Sick Leave ‘

1. Departmﬁpersonnel shall be authorized to use accumulated sick leave for a non-
duty.disability or illness; or they may request leave for a non-duty disability or
illness in accordance with the provisions in their union contract.

/ a. Department personnel who exhaust their accumulated sick leave may request
in writin e additional leave by using their accrued vacation leave, accrued
compensa ime, or leave without pay as covered under FMLA.

b: Department personnel who are absent for ten (10) consecutive work days or
more who use sick leave or non-duty disability leave to cover the absence shall
report to the City of Albuquerque Employee Health Center and may be required
to undergo an examination by medical personnel prior to returning to work.

c. If required, Department personnel shall complete an FMLA packet prior to
returning to work.

d. The Department employee’s supervisor shall ensure that a leave request is
submitted for each pay period.

2. The Department shall consider a Department employee’s use of sick leave as
acceptable if it is within forty-four percent (44%) of the amount of leave they accrue
within one (1) year.

-7-
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a. Department personnel who use more than forty-four percent (44%) of the sick
leave that they accrue within one (1) year as overutilization and shall be just
cause for disciplinary action.

i. When Department personnel exceed this amount, they shall provide
documentation of all absences for a non-duty disability or iliness, consistent
with City of Albuquerque Personnel Rules and Regulations, § 401.4 A.

ii. Department personnel whose employment is protected under FMLA or who
use sick leave that exceeds this amount shall be exe m disciplinary
action.

3. Department personnel must have accrued more tha’e h ed (500) hours

before they can donate sick leave to another employee.

E. Vacation Leave and Compensatory Time

N/A 1. A supervisor shall ensure minimum staffing levels are maintained when approving
or denying vacation leave and comp tory time requests, consistent with SOP
Overtime, Compensatory Time, andq Shift.Designation (refer to SOP
Overtime, Compensatory Time, Work Shift Des ion for sanction

classifications and additional dutie

2. Department personnel are prohibited from donating or transferring compensatory
time to another employee.

F. Other Circumstan volving Leave
1. Leave w%ut ‘

a. Department personnel who have a scheduled medical procedure, such as
corrective surgery, physical therapy, or for pregnancy, must advise their
SUpEerVisor.

i. Department personnel who are unable to perform their assigned duties
/ becawfpregnancy or a non-duty disability may use their accrued sick

leave, ion leave, or compensatory time, or they may request additional

leave without pay in accordance with the City of Albuquerque Merit System

Ordinance, City of Albuguerque Personnel Rules and Regulations, and/or

applicable union contracts.

il... A supervisor shall approve all requests for leave without pay for five (5) days

or less.

1. Department personnel shall obtain approval from the Chief of Police to
take leave without pay when it is for more than five (5) days.

2. The Department employee shall refer to their union contract because it
may provide variances for leave without pay.

2. Paid Leave Status
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a. Department personnel shall not submit and supervisors shall not approve any
documentation that indicates Department personnel are on more than one (1)
type of paid leave status for the same work period at any given time.

i. The only exception to this rule is when Department personnel are on paid
leave and working Chief's Overtime (COT).

3-21-6 Training

A. Department personnel who return to a full-time status after taki

days or more shall immediately notify the Operations Revie tion Staffing

Detective, Payroll Section personnel, and Department Huma sources Division

personnel.

1. The Operations Review Section Staffing Detective shall t the employee to
contact Advanced Training Unit personnel about their r to work.

2. The Advanced Training Unit Sergeant shaII ensure that the Department employee
a. If the Department employee

is current in all required advanced tr
y requ1re*nced training during their
absence, the Advanced Trainin t Sergeant shall schedule for the

Department employee to make up the training as soon as practicable.

4

ON,
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3-21 _ SCHEDULED AND UNSCHEDULED LEAVE

Related SOP(s), Form(s), Other Resource(s), and Rescinded Special Order(s):

A. Related SOP(s)

2-2 Department Property
2-5 DepartmentVehches%-%é%

C. Other Resource(s)

AFL-CIO
Agreement Between of Albuquerquesand Prisoner Transport Officers

City of Albuguerq Clerical and Technical Employees, Affiliated
with the Americ ederation of S?Mtv, and Municipal Employees (AFSCME,
Local 2962, AEL- \

City of Altirque Albuquergue Police Officers’ Association Collective

Bargainin qreeg;t (CBA)
City of ‘Albuguerque Personnel Rules and Requlations, § 401.4 A. Certification of Sick

Agreement Between the Citv@buquerque and Local 3022 AFSCME, Council 18,

O Subiget20-83 M Hitaryand-EFMLA-LeaveSO 21-133 Amendment to
SOP 3-21 Scheduled and Unscheduled Leave; and Rescission of
Special Order 20-63 Military and FMLA Leave

-21-1 ——Purpose
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—Policy

It is the pollcy of the Albuquerque Police Department (Department) to ensure granrt-marage
e-eligible Department personnel may use their leave in
accordance with established Ceity guidelines and requirements and, when applicable, in
accordance with the employee’s union contract.e—

N/A | 3-21-3 —Definitions
None
N/A / \
3-21-4 Union Contracts
A. Department personnel who oversee the ent’ edures on leave shall
adhere to the provisions outlineds i following unt acts:
1. The City of Albuguerque and Albuqu e Police Officers’ Association Collective
Bargaining Agreement (CBA):
2. The City of Albugue e and Albuquerque Clerical and Technical Employees,
ation_of State, County, and Municipal Employees
3. The Am’ pbBetween the City of Albuquerque and Local 3022 AFSCME,
Coungcil 18, AFL-CIO; and
4. The Aagreement Bbetween the City of Albuquerque and Prisoner Transport
fficers.z
7 |3- %cedures

A. Family Medical Leave Act (FMLA) Geverageleavel eave

i—Department personnel shall:
1.

a. Pick up an FMLA packet from City of Albuguerque Employee Relations in City
Hall for any non-duty disability leave and use of five (5) or more consecutive

days of sick Ieave
b. Submit the & ELFMLASY packet to the-City of Albuquerque

Human Resources Department personnel for any qualifying event; and-

-2.
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c. Notify their direct supervisor and the Operations Review Section Staffing
Detectlve of the|r expected leave dates, pBrlor to belnq placed on FMLA statuss

—A Department supervisors shall =

=Eensure Department personnel who are under their.s
: = FMLA% pac

a. Upon notification from the e
notify the Operations Review S

3. Department personnel shatl be prohibited from working overtime when they are

taking FMLA leave.

B. migesintine-efinjured Light Duty (ILD) Leave

(<2}

i—Department personnel =

1. Wwho sustained an injury while on-duty or acquired a job-related illness shall
promptly notify:

a. iTheir immediate supervisor;
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b. The Operations Review Section:
—and-Department the-Human Resources SestienDivision personnel; ands

d.

o

City of

i. MedeGcor wilkpersonnel wilkprovide a call reference number for the City of
Albuquerque Supervisor's Injury Investigation Report.

2. Department personnel ¥Whe-who atesustained an injuryeg
acquired a job-related illness and require medical care o eek day between

Employee Health Center.

3. Department personnel ¥he-who atewete-sexi joysh Anitredar who-susta ined- §
thean-iniurysustained a serious injury w Y
esccurreds—afieron the weekend afferor before the-h: oL £0800 and after 1700
hours eren-weekends-they-shall:

re cu&FR) paramedics;

or wh ommend any appropriate
additional medical care includin ut notllimited to, tfreatment at an approved
local -medicalemergency medica ility;'and

——Report to; or have sameone call; City.of Albuguerque the-Employee Health
Center medical ste#p%&nnel on the nextworking day.

a. Ifitis an emergency, call Albugue
b. Ifitis a Nnon-Eemergency,

C.

e—Department p wnitted to a hespitatmedical facility for
-ty ststaine. Lo k-related injury2ahen?)- smaugstshall notify the

rredical Ldoctorfo! the-Ci buquerque=s Employee Health Center medical
personnel: ertheirreptesentat e—mustbe-petified-at the time of admission or
within a re sor@le time.
4.

/The City querque Employee Health Center Medical Director must pre-
authorize treatment for work--related injuries by the Department
petsepnelemployee’s primary care physicians or any other physicians who
does not work for the aretenthe-staffefthe-City of Albuquerque Employee
Heglth Center.

a.
i. The City of Albuguerque Employee Health Center Medical Director shall
authorize and select a certified specialist itreatmentby-a-—certified-specialis
isreguiredfor any necessary specialty care.

5. When Department personnel are under the treatmentbycare of an outside
consulting physician, following each visit, they shall also be seen by the-City of

Albuquerque Employee Health Center medical staffpersennefollowing-cachvsi

-4 -
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personnel i
to keep them ﬁemam%mformed of their progress.

6. GComplstienefll D Leave RequestforltDb

a. Perior to returning to work, Department Ppersonnel who are on ILD must
reportprovide to Department theBeparmentHuman Resources Division{d=HRy}
and Operations Review Section-prerte-returning-to-wor nnel:= Fhais
requires:
i. Written approval by the-City of Albuguerque Empl

medical stafpersonnel alewingpersennelthat aut

work, which should: arg-state whetheri
ii. Approval by the chain of command up thro

of Police or the area commander; and
iii. Verification of time lost by Pelee-Payroll Se |on

b. If the employee’s attending physician seleas: ersonnekback authorizes them
to return to full-time status and }
the-City of Albuguerque Employ
unavailable, they persennelshall

Health Center

izes them to return to
itations ex?ét

the bBureau dDeputy eChief

medlcal personnel are -aot
assigned shift.

Ith Cent
o thei

7. A Ssupervisors shall:

a. Ensure that thelr emplovee receives the approprlate medical treatment#e

b. Investhate the.inj or job=related illness;-and
c. Ceomplete th ity of Albuquerque Supervisor's Injury Investigation Report;
—Withi ce (3) workigq»d /Svffom their employee’s work-related injury or

d. %submlt ¥h=|ethe City of AIbuquerque Supervisor’s Injury Investigation EReport
%e&%eeeubﬁmﬁeéthrouqh their chain of command to City of Albuguerque the

i. Ifthe De artment emplovee S work related |n|urv or illnessthe-injury-oriob-
relatedlness does not require medical treatment, the supervisor shall
indicate in the City of Albuquerque Supervisor's Injury Investigation
Reportrepert "For Reporting Purposes Only," and report the injury to City of
Albuquerque Risk Management Division personnel immediatelys or the next

worklnq dav if the superwsor is completing the Gity-of Albuauergus
report after hours or during the weekend.
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a criminal offense;

i. The investigating supervisor
shall include a copy of the Unlform Incident Report %&and if known
the name and address of the effenderindividual who committed the crimes

Have a Crlme Scene Spemahst (CSS) take photograp f their employee’s

injuries if the injuries are a result of a criminal offense or if the supervisor

reasonably believes that photographs are essential for t iminal case;
. _If their employee’s injury was the result of a traffic crash or a eriminal offense,

Ssubmit a copy of the completed Uniform In€ident Re - alxelated
eSuppIementaI rReport(s) ae#eﬁh%Unlform Ct;as port(s)=i%i=n+uﬁ%e
the City of
Albuquerque Superwsors In|urv Investhatlon Report to =th%C|tv of

i. The supervisor shall attach the Uniform Incident Report te-be
a%%eheekto the Cltv of AIbuquerque Supervisor's Injury Investhatlon Report




ALBUQUERQUE POLICE DEPARTMENT
ADMINISTRATIVE ORDERS

SOP 3-21 (Formerly 3-15 and 3-72) P&P Draft 03/09/2022

C. Military Leave

1. Department personnel who are on active military duty alse-s
shall:

a. Email Gentastthe Operations Review Section sergeantMaraingStaffing
dDetective sa-emaibwhen they receive military orders,-ang n they expect to
return to military duty, and their expected leave dates;

b. Use military leave in accordance with the provisions o
Services Employment and Reemployment Rights Act
union contract;

ed in the Uniformed

RRA) and tqeir

been exhausted
i. Department personnel may a > Ssich d pay may-slso-beused
as long as they empleyee-ha : than eight--hundred (800)

hours-eemere-ofs! ickleaveac :

mediate supervisors ar
d absences,?in udinge reqularly scheduled drills at the
federal fiscal year (October 1st);

NnonsEcommissioned Qofflcer——ln c=9harqe (NCOIC) to list the#ee planned
ining activities’in a memorandum.=

personnel from their military supervisor.

2. When Department personnel receive actlve military orders, me%ha#the following
procedures shall be completed d i

a. If the active military orders last longer than fourteen (14) days but less than
thirty (30) days, Department personnel shall park their Department-issued
vehicle at the City of Albuquerque Pino Yards by placing the keys inte the
appropriate drop box, and shall notify the Operations Review Section Fleet
Manager, consistent with SOP Department Vehicles;

b. Department personnel shall Ftake a copy of the military orders to Payroll
Section personnel;

-7-
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i. Payroll Section personnel shall inform Property Unit personnel of the
change in status.

ii. Payroll Section personnel shall notify City of Albuquerque Risk Management
Division personnel- to remove the employee’s name from the srandom drug
test pool if orders exceed five (5) days.

iii. Payroll Section personnel shall notify the Military Liaison Officer of the
military orders.

c. Department personnel shall tfurn in Department-issued equipment to Property
Unit personnel, if the military orders last longer than thi s, consistent
with SOP Department Property;

a=d. If active military orders are extended, Departm ersonnel shall inform
Payroll Section personnel and the Military Liaiso ; ,

e. Department personnel shall Sead-send a_cop d military orders
to Payroll Section personnel;

City of Albuquerque_health insurance.bene unless the Department

4.3.  When Department Rpersonnel re
acclimation time,
in this order:

th i ures shall be completed

a. Department personnéhshall Rreport 1o Payroll Section personnel to obtain a
check-in procedure IisTt&

b. Department p | shalhPprovide a copy of any amended orders to Payroll
Section per ‘ cnﬁcall* orders ending earlier than previously scheduled:;

Sectlon person 1l inform Internal Affairs Professional
s Division ﬁrso el, City of Albuguerque Risk Management
ersonnel, and the Advanced Training Unit £&sworn personnel} of

i Departn&t personnel shall Gcontact the Military Liaison Officer for

guestions or concerns;

Ve

drug testdte-be-completed -
earliest opportunity;
iv. Upon completion of the drug test, mbetrDepartment
personnel shaII report to the-Advanced Tralnlnq Un|t atthe Albuguerguse
e aypersonnel if they are an officer, or shall Sweta
errepreport to thelr supervisor if they are a civilian employee;-and
v. When the results of the drug test are received, for sworn personnel,
Operations Review Section personnel shall notify the returping-railitary
membetemployee, the Military Liaison Officer, and the-Property Unit for
Swerapersonnel; and=—and
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vi. Pursuant to USERRA, Department personnel shall be authorized to use
re-acclimation time based on length of

deployment.
1. If Department personnel a-militapymemberchooses to take re-

acclimation time, it shall be used prior to eheskingbaskinreturning from
active military duty-with-the-Deparment.
2. YpenWhen taking re-acclimation time, a-militapy-membetDepartment

personnel may also use vacation leave and/or compensatory time-dusing

4. Department personnel shall be awed to use military leave with pay in
accordance w he City of Albuquergue Merit System Ordinance and their union
contraci

a. DJartmentﬁpersonnel who request to useirg military leave with pay=iaeluding
- shall notify Court Services Unit personnel of the
antlcmated absencge; consistent with SOP Court.
. Thi ludes using military leave to cover monthly drills and deployment.
b. If orders ived within less than forty-eight (48) hours’ notice, the
Deéepartment employee’s military-members-supervisor may provide notice to
Court Services Unit personnel on their behalf.
i. EDepartment personnel shaII notify their superwsors and the-Payroll
UnitSection personnel of expected active-duty
military requirements as soon as possible.

—Time coded as military leave shall not count towards completion of the
Department employee’s twelve (12) month probation.;
1.

2. Department seniority shall not be affected due to military leave.

-9-
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c. The Department employee’s military orders must include travel time in order to
claim it as military leave.z

. The sMilitary tLiaison eOfficer shall:

(=)
$)

Be appointed by the Chief of Police;

Be both sworn personnel and a commissioned officer in these

c. Ensure participation and be familiar with Eemployees &
efprovided by the Squard fand rReserve programs; at

d. Be available to coordinate and resolve problems b xe

supervisor or military supervisor fahethermilita: nior Department ir

emplovee at the lowest, most informal IeveI passible, in adltlon to their normal

D|V|S|on Commander
6. A Department Ssupervisors Ssh Y \
a. In accordance with federal and laws,make every effort to support
Department personnel who need t absent from work for reserve training by
ensuring that they are allowed the required time-off;

b. Allow Department pers el who receive military orders for reserve training to
forany activity«r training in order to cover training time;

oL

and
c. Not prohi eir employe qu their military leave when their military
or?r re e traininqjxe unavailable at the time of departure.
D. Sick Lea

&

a. Department personnel ¥Wwho exhaust their accumulated sick leave may
requests in writings to take additional leave fremby using their accrued vacation
leave, accrued compensatory time, or familyleave-leave without pay as
covered under FMLA.

-10 -
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—Department personnel Wwho are absent for ten (10) consecutive work days or
more duetewho use sick leave or non-duty disability leave to cover the
absence shall :

b. a=Rreport to the City of Albuguerque Employee Health Center and may be
required to undergo an examination by the-medical staffpersonnel prior to
returning to work.:

c. If required, Department personnel shall complete an FMLA packet prior to
returning to work.=—and

d. The Department employee’s Ssupervisors shall ensure that a'leave request is
submitted for each pay period.

: = employee’s
use of develofsick leave usage-shallas acceptable within be-forty-four
percent (44%) of the amount of leave they assgdedferaccrue within one (1) year.

a. Department personnel who use
leave that they accrue within

m mforty- pereent (44%) of the Ssick
(1 r as ifi

tion and isshall

e just cause for

disciplinary action.
i. When Departmentpersonnel exceed this'amount, they shall provide

documentation of all absences for a‘nen-duty disability or iliness, consistent
with City of uerque.Personnel Rules and Regulations, § 401.4 A.

SOP 3-21 (Formerly 3-15 and 3-72) P&P Draft 03/09/2022

D
3. Department personnel must have accrued more than five hundred (500) hours

before they can donate sick leave to another employee.

-11 -



ALBUQUERQUE POLICE DEPARTMENT
ADMINISTRATIVE ORDERS

SOP 3-21 (Formerly 3-15 and 3-72) P&P Draft 03/09/2022




ALBUQUERQUE POLICE DEPARTMENT
ADMINISTRATIVE ORDERS

SOP 3-21 (Formerly 3-15 and 3-72) P&P Draft 03/09/2022

-13-



ALBUQUERQUE POLICE DEPARTMENT
ADMINISTRATIVE ORDERS

SOP 3-21 (Formerly 3-15 and 3-72) P&P Draft 03/09/2022




ALBUQUERQUE POLICE DEPARTMENT
ADMINISTRATIVE ORDERS

SOP 3-21 (Formerly 3-15 and 3-72) P&P Draft 03/09/2022

E. Vacation Leave anﬁ Compensatory Time-Leav¥e

rovin enying vacation leave and vaeatiep-er-compensatory time -requests,
consistent wi Overtime, Compensatory Time, and Work Shift Designation
(refertonSOP Overtime, Compensatory Time, and Work Shift Designation for
sanction classifications and additional duties).

N/A /A Ssupervisors shall énsure minimum staffing levels are maintained when
a

2. Department personnel are prohibited from donating or transferring shallnetdonate
ertransfercompensatory time to another employee.

F. Other Circumstances Involving Leave

1. Leave without Pay

—Department sPpersonnel =

-15 -
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a. : Alwho gsedire-have a scheduled medical procedure,
such as corrective surgery, physical therapy, or for pregnancy—ete-, must
advise their supervisor.

i. Department personnel who are unable to perform their assigned duties
because of pregnancy or a non-duty disabilitys may use their accrued sick
leave, vacation leave, or compensatory time, or they may request additional
leave without pay in accordance with the City of Albuquerques Merit

i. A supervisor shall Aapprove all requests f&e ithbout pay. fof five (5)
days or less. M
1. Department personnel shall obtain appro m the Chief of Police to
take leave without pay when it |s for Mmore than fived5) days+eguites

> ir union contract because it
------------------------------ sements-m variances for leave

W|thout pav*eaa%

2. Paid Leave Status

a. Department 2 el shall not submits and supervisors shall not approves
hindi s Department personnel are on more than one
d leave statu Wzme work period at any given time.
ception toT%S ule’is when Department personnel are on paid

, |nq Chief='s OverFtime (COT).

\ /]

3-2? Training Reguirements
Department pers ho =return to a full-time statusing fremafter taking leave for

tetaling-thirtyx(30) days or more shall immediately notify the Operations Review
Section Staffing Detective, Payroll Sectlon personnel and Department Human
Resources Division personnel-imas

A _

>

——The Operations Rewew Sectlon Staffing Detective shall direct the employee to
contac Ls-Advanced Training Unit personnel about their
return to work.

1.

2. The Advanced Training Unit Sergeant shall ensure that the Department employee
returningto-werk-is current in all required advanced training.
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—If the Department persernelhaveemployee missed any required advanced
training during their absence, the Advanced Training Unit Sergeant shall
schedule a-make-up-classfor the Department employee to make up the training
as soon as practicable.




ALBUQUERQUE POLICE DEPARTMENT
ADMINISTRATIVE ORDERS

SOP 3-21 (Formerly 3-15 and 3-72) P&P Draft 03/09/2022




ALBUQUERQUE POLICE DEPARTMENT
ADMINISTRATIVE ORDERS

SOP 3-21 (Formerly 3-15 and 3-72) P&P Draft 03/09/2022




ALBUQUERQUE POLICE DEPARTMENT
ADMINISTRATIVE ORDERS

SOP 3-21 (Formerly 3-15 and 3-72) P&P Draft 03/09/2022

N/A
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