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What is the Paid Parental Leave Ordinance?

e Requires Covered Employers to pay supplemental
compensation to Covered Employees who receive
California Paid Family Leave for child bonding purposes

* Intended to help Covered Employees take all eight (8)
weeks of California Paid Family Leave for child bonding,
without worrying about loss of income
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Covered Employers

Who is a Covered Employer? What must a Covered Employer
: do?

e Global count of twenty (20) or e Post / distribute the PPLO
more employees — if number Poster
fluctuates, average employees e Provide the PPLO Form to any
over PPLO Lookback Period employee expecting to

e Government entities are NOT become a parent
covered employers (State of e Calculate and pay
CA, UCSF, CCSF, School Supplemental Compensation
Districts) on time and in full
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Covered Employees

Works in San Francisco

Commenced work for a covered employer at least 180 days before
leave period

Work at least 8 hours per week in San Francisco for a covered
employer

Work in San Francisco at least 40% of weekly hours for a covered
employer

Apply for and receive California Paid Family Leave (PFL) benefits from
the Employment Development Department (EDD)

The employee does not have to be covered by other state or federal
leave laws (CFRA, FMLA) to receive the PPLO benefit
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Key Term: PPLO Lookback Period

e The 12 weekly, 6 semi-monthly or bi-weekly, or 3 monthly pay periods before
the first day of an employee’s leave

e How is the Lookback Period used?

1. To determine if an employee is covered when work location(s) changes
2. To determine if an employer is covered when the number of employees fluctuate
3. To determine if an employee is covered when hours fluctuate

4. To calculate the average Normal Weekly Wage when wages fluctuate.

 When in doubt, call OLSE with questions about whether employer and
employee are covered by the PPLO
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Employer’s To-Do List

EMPLOYER'S

1. Post the Notice Guicle to the San Francisco
] wsmd Paid Parental Leave Ordinance
2. Provide the PPLO form to any
employee who indicates that S

Leave Ordinance {SF PPLO) in employee handbook.

Stepl Give Notice to Employees

t h ey W i I | b e O r h a Ve b e CO m e a Step 2 Give Employee SF Paid Parental Leave Form

(SF PPL Form)

p a re nt ( Ot h e r e m p | Oye r The form is available at v sfgov.org/polo.

Give your employee a copy as soon as they ask about parental leave or
notify you that they are expecting a newborn, adopted, or foster child
If the company has vacation or PTO pelicies, review those with the

obligations under federal &

Step 3 Determine Employee's Eligibility
St a t e | a W The employee is eligible f they: {1) started work for you at least 180 days
before the leave; (2) work for at least 8 hours and 40% of their total week

Family Leave.

3. Determine employee eligibility

Stepd Calculate & Pay Supplemental Compensation

You will need the employee's Normal Weekly Wages and EDD Weekly
Benefit amount. This information will be on the completed SF PPL Form and

4 . C a | C u | a te a n d p ay e m p I Oye e EDD Natice of Computalion, which the empioyee receives fram Ihe EDD

Calculaticn instructions are available cn the OLSE website.

Remember to Maintain Records and that Retaliation is Prohibited Under the Ordinance
Please contact the Office of Labor Standards Enforcement at pplo@efgov.org or at (415) §54-4160
with any further questions or anline at wwwy sfgov orgipplo.
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Employee’s To-Do List

EMPLOYEE'S

.‘ Guide to the San Francisco 1. Apply for Ca||f0rn|a Pa|d Fam||y
Paid Parental Leave Ordinance . .
Leave, online or in paper form

Stepl Apply for EDD Paid Family Leave

App\yfor PFL throu gh 1he Employment Deve elopmen\ Depar!mem(EDD»
If \dfarm eaveoo

S o 2. Complete the San Francisco
Paid Parental Leave (PPL) form
(SF PPL Form) ot Yo e

e s v 3. Submit the completed SF PPL
SERSIN Geirdors s omand 5 e form and the Notice of

The EDD will send you a Notice of Compul tahnnthal ncl des yo r
ekly benefit amount. If you uwerep aid State D

L
RS Computation to Employer
Step 4 Notify Employer When You Receive First PFL Payment

L L L
YYour employer may ask for your Notice of Payment or Electronic
aintain records and receipts
.
abor Standzrds Enforeemant at pplo@skaow.ong or &t (415) 5544150
e qUOSHIoNS o o inc: 21 W 0% fr E D D

Step 2 Complete SF Paid Parental leave Form

Piease: contac the: Offioz of |
i any
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Employment

Paid Family Leave (PFL) EDD ;3

State ofF Calitornia

 Employee funded benefit

* Eight weeks of partial wage replacement to employees while:
1. caring for a seriously ill family member; OR
2. bonding with a newborn, adopted or foster child

* Benefit, depending on income, is 70% to 90% up to cap

* Both parents can take the same or different time

e Can be taken consecutively or intermittently

 Must be taken within one year of birth, adoption or placement

PFL Questions: Call 855.342.3645

Office of Labor Standards Enforcement



Calculations: What the Employer Needs
y

Gross Weekly
Wage
EDD Weekly e From the PPL
Rate Form
PPL Form e Erom the EDD e Calculator
e From the F'er, o Easiest if E'ee
filled out by E’ee, provides to E'er

back to E’er
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The Math for Supplemental Compensation

PPLO

Supp.
Comp.
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Applying the 2025 Cap

PPLO

Supp.
Comp.
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Paid Parental Leave Ordinance: Common Compliance
Issues

‘Pay period

‘Pay Period

.Pay Period
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Paid Parental Leave Ordinance: Common Compliance
Issues

Notifying employees about their rights: as soon as you become aware that
an employee expects to become a parent via birth, adoption, or fostering,
provide them with the PPLO form and document that you provided the
form.

Common misconceptions:

* Paid Family Leave and PPLO compensation are only for birth mothers (false)

* An employee has to take their eight weeks all at once (false)

* If an employee hasn’t worked for 180 days, | don’t need to notify them of their
rights (false, against plain language of law)



Paid Parental Leave Ordinance Best Practices

Update your Employee Handbook/Portal about PPLO

| Train everyone — supervisors, managers, etc —on PPLO duties

o3 Keep records of the PPLO form: language (English/Spanish/Chinese/other), date provided to employee,
| date returned by employee.

Communicate with the employee before, during and after leave

Maintain all EDD records and payroll records

Use the Calculation Instructions on the PPLO website

Pay the employee supplemental compensation at regularly scheduled pay periods

= L~ Contact OLSE if you have questions
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Employer Resources on PPLO Website

e Official Notice — required to be posted

 Webinar slides and audio presentations

 Downloadable Excel calculators

e Written Calculation Instructions

* FAQs

e Rules

* Employee & Employer documents in multiple languages
www.sf.gov/pplo
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http://www.sf.gov/pplo

Questions?

415.554.4190

pplo@sfgov.org

www.sf.gov/pplo
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