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●​ Minneapolis Small Business Pilot Project supports small businesses to learn 

about, and come into compliance with, labor laws by providing help updating 

and learning how to use financial and payroll systems and so that it 

strengthens the businesses and helps maintain compliance with labor laws. 

●​ The program is a partnership between the City of Minneapolis, Workplace 
Justice Lab at Rutgers University and Neighborhood Development Center 
-MN. 

●​ We are building, training and providing resources to a growing  Network of 

Community Bookkeepers to better reach and service the small businesses in 

Minneapolis, especially those that are immigrant and BIPOC owned.  

●​ For more information on the Minneapolis Small Business Pilot and our 

co-sponsors, please see here.  

●​ If you have suggestions of other community bookkeepers, accountants 

and/or CPA’s who primarily serve Immigrant, black, native american, hispanic, 

and/or asian small business owners that you think may be interested in this 

pilot, please share their names and contact information with us. If you have 

any other questions, please also feel free to reach out.   
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https://smlr.rutgers.edu/sites/default/files/Documents/Centers/WJL/Updated%20Project%20Description%209.19.23.pdf


PILOT PARTNERS  
 

City of Minneapolis ​ 
https://www2.minneapolismn.gov/government/departments/civil-rights/l
abor-standards-enforcement/ 
Labor Standards Enforcement Division of the Civil Rights Department  

Investigator:  Nicolette Gullickson nicolette.gullickson@minneapolismn.gov  
 
Neighborhood Development Center MN (NDC) 

https://www.ndc-mn.org/ 

Andy Vue - Bookkeeper Coordinator avue@ndc-mn.org  

612-517-4880 
Dan Fehrenkamp.  Project Manager -  dfehrenkamp@ndc-mn.org  

651-379-8113 

Eyerusalem Surur - Bookkeeper Coordinator - esurur@ndc-mn.org 
 
Workplace Justice Lab at Rutgers  
​ https://smlr.rutgers.edu/workplace-justice-lab-ru 

​ Cynthia Ward - Coordinator-  cynthia.ward@rutgers.edu 617.549.0678 

​ Zuhur Ahmud - Field Researcher - zuhur.ahmed@rutgers.edu 
 
TODAY’S TRAINERS: 
 
​ Minneapolis Labor Standards Enforcement Division (LSED): 

Nicolette Gullickson 
 

Minnesota Department of Labor and Industry (DLI):  
Alanna Galloway,  Melissa Parra-Huizar, Diana Salas 

 
​ MN Department of Economic and Employment Development (DEED)  

- Paid Leave:  Corinne Horowitz, Gabriela Cortes 
​ ​  
​  
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MINIMUM WAGE​ ​ ​ ​ ​ Notes 

 

   St Paul Minimum Wage  
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Overview of Minimum Wage in Minnesota 
 City of  

Minneapolis 
City of  
St Paul 

Rest of Minnesota  

 
Covers  

 
All work in the city 

 
All work in the city  

 
All work in the state 

Current Min 
Wage (as of 
8.1.25)  
 
 

$15.97 / hour City (100+)            $15.97 
 
Small (6-100)         $15.00 
 
Mini  (5 or less)     $13.25 

$11.13/hour 

Youth Wage  None Youth Workers Rate 
(14-17 yrs old) and for 
City-approved, youth 
training program rate 
(under 20 yrs old) $12.75 / 
hr 

90 day training wage 
for those under 20 is 
$9.08/hr 

Cost of Living 
Increases  

Annual on Jan 1st  Updated City rate to be 
announced on 9/1/25.  

Small Annual Increase 
on Jan 1st  
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SICK & SAFE TIME ​ ​                     Notes 

​  
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SICK & SAFE TIME EXERCISE  

●​ Review the following three sample pre-hire notice examples 
●​ Highlight/circle/underline any noncompliant elements 
●​ Suggest needed fixes  
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Sick & Safe Time Example 1 
 
Employees are entitled to earn sick and safe leave up to a maximum of 48 hours per year and 
can accumulate unused sick and safe leave up to 80 hours in subsequent years. Employees 
may use up to 48 hours of sick and safe leave per year. Sick and safe leave accrues at a rate 
of 1 hour for every 30 hours worked. The year commences on January 1st and ends on 
December 31 st. 
 
The terms under which employees are permitted to use this leave are set forth below. 
 
Employees will not be paid for any unused sick and safe leave upon termination of 
employment. If an employee separates from employment and is rehired within 90 days, any 
earned and unused sick and safe leave that the employee had at the time of separation will be 
reinstated. 
 
All employees begin accruing hours on the first day of work, regardless of whether they are 
full-time, parttime, temporary, salaried or hourly workers. Following 90 calendar days of 
employment, sick and safe leave may be used for the following authorized purposes: 

• Diagnosis, treatment, recuperation, or preventative care for a medical or mental health 
condition, illness, or injury of the employee or covered family member; 
• Legal action, to seek law enforcement, counseling or other services for domestic 
abuse, sexual assault, or stalking of the employee or covered family member; or 
• Care of a family member during emergency closure of their school or place of care, 
including for inclement weather 

 
Covered family members include immediate family and/or a member of the employee's 
household. Employees may only use sick and safe leave for one of the authorized reasons 
listed above. Retaliation by management against an employee's legitimate use of sick and safe 
leave is prohibited. 
 
When an employee wishes to use sick and safe leave, the employee must  complete ▂▂▂.  
Sick and Safe Leave Form and deliver it to their supervisor. Sick and safe leave pay will be 
added to their paycheck. Paid sick leave hours will be compensated at the employee's hourly 
rate of pay, excluding tips, service charges, commissions and overtime rates, where 
applicable. Paid sick leave hours will not count as hours worked for the purposes of any 
overtime calculation. 
 
No medical or other documentation will be required from the employee unless three or more 
consecutive absences occur, or clear evidence of illegitimate use exists. Employees who use 
sick or safe time leave for three or more consecutive absences may be required to provide a 
doctor's note. 
Employees will be notified of their paid sick leave balances through their payroll (Paychex Flex 
On-line) employee portal and on pay stubs.  
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Sick & Safe Time Example 2 
 
[COMPANY] recognizes that team members have diverse needs for time off from work and, as 
such, [COMPANY] Has established this paid time off (PTO) policy. THe benefits of PTO are 
that it promotes a flexible approach to time off by combining vacation, sick and personal  leave. 
Team Members are accountable and responsible for managing their own PTO hours to allow 
for adequate reserves if there is a need to cover vacation, illness or disability, appointments, 
emergencies, or other situations that require time off from work.  
 
Eligibility of PTO  
PTO is earned upon hire or transfer into a benefits-eligible position.  
 
Procedures  
 
AvailabIlity OF PTO  
PTO hours are available for use in the pay periods following completion of 90 days of full-time 
employment.  
 
Payment of PTO  
PTO earned is based upon length of service. The length of service determines the amount of 
total PTO hours available.  
 
Full Time Team Members 
 

Years of Service Annual PTO (hours) Personal Days 

0-1 year 80 hours  

1-3 years 80 hours 2 days - 16 hours 

4-10 years 120 hours 4 days - 32 hours 

11-15 years 160 hours 4 days - 32 hours 

16+ years 200 hours 4 days - 32 hours 
  
Use and Scheduling of PTO  
Team Members are required to use available PTO when taking time off from work. PTO may 
be taken in increments of four hours.  
 
PTO must be scheduled in advance. PTO is subject to leadership approval, department 
staffing needs and established departmental procedures. To request paid time off, submit a 
written request to your immediate leader and Operations Leader as far in advance as possible; 
at least two (2) weeks is recommended. Unscheduled absences will be monitored. Team 
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members will be warned when the frequency of unscheduled absences adversely affects the 
operations of the department. Leadership may request that the team member provide a 
statement from a health care provider concerning the justification for an unscheduled absence.  
 
When PTO is used, a Team Member is required to use PTO hours according to his or her 
regularly scheduled workday. For hourly team members PTO is paid at the team member's 
straight time rate. For commission team members PTO is paid at the average of the prior 
fifty-two (52) week paid periods. PTO is not part of any overtime calculation.  
 
Payment of PTO upon Termination  
If proper notice of termination is given, the team member may be eligible to receive a payout 
for unused paid time off. Immediate termination by either party forfeits hours available.  
 
Payout of PTO Full Time Team Members  
On the team member's anniversary date they may carry over a maximum of 48 hours from the 
previous year PTO.  
 
Personal Days  
Personal Days provide team members with authorized paid absences from work for the 
purpose of attending to personal business and emergency situations.  
 
Eligibility of Personal Days  
All full time team members are eligible to receive personal days. Personal days are earned 
based upon length of service.  
 
Request for Approval of Personal Days  
Personal days must be scheduled in advance. Personal days are subject to leadership 
approval, department staffing needs and established departmental procedures. To request 
paid time off, submit a written request to your immediate leader and Operations Leader at least 
24 hours in advance of the desired time off. All approvals must clearly define the duration of 
the absence with the date and time team members are expected to return to work.  
 
 
Part -Time Team Members  
 

Years of Service Accrual Rate Annual PTO Accrual 

Part Time .04 accrual per hour 48 hours capped 
 
Payout Part -Time Team Members  
At the end of the year part time team members may roll over up to 48 hours of PTO with an 
aggregate cap of 80 hours.  
 

Pilot Bookkeeper Labor Standards Training Page # 10 



 
Sick & Safe Time Example 3 
 
[Employer] provides temporary and on-call employees who are not eligible for the 
organization's Paid Time Off (PTO) benefit the opportunity to accrue sick and safe time 
("Sick/Safe Time") when they are unable to work due to a brief illness or for other qualifying 
reasons. 
 
This policy is intended to comply with the requirements of any and all paid Sick/Safe leave 
statutes, ordinances, rules, or regulations that might apply to an employee in the 
circumstances at hand. In the event that any val d state or local law, ordinance, rule, or 
regulation provides for greater leave rights than this policy, the law, ordinance, rule, or 
regulation in question will control over this policy. 
 
Employees who are employed on July 1, 2017, are immediately eligible to accrue and use 
Sick/Safe Time. Employees who are hired or transfer to a temporary or on-call status after July 
1, 2017, begin to accrue Sick/Safe Time immediately, but become eligible to use Sick/Safe 
Time only after the first ninety (90) calendar days of their employment ("Waiting Period'') 
 
Employees who have a break in employment and are rehired within 180 days will be credited 
with any previously accrued, unused Sick/Safe Time, and days that the employee worked for 
[Employer] before the break in employment will be counted towards completion of the Waiting 
Period. 
 
Accrual 
Covered employees accrue one (1) hour of Sick/Safe Time for every 30 hours worked each 
pay period up to a maximum of 48 hours each calendar year, defined as January 1 through 
December 31 (the "Leave Year"). Employees only accrue Sick/Safe Time for hours actually 
worked; employees do not accrue Sick/Safe Time while on vacation, leave, or while using 
Sick/Safe Time or for any other non-working time. 
 
Sick/Safe Time will be paid at the employee's regular rate of pay. [EmployerJ will not pay an 
employee's overtime rate when an employee uses Sick/Safe Time, even for hours that would 
have been overtime hours if worked. 
 
At the end of each Leave Year, employees will be permitted to carryover a maximum of 80 
hours of accrued but unused Sick/Safe Time to the next Leave Year. For example, an 
employee who accrued 48 hours of Sick/Safe Time in the first Leave Year, but who did not use 
any of it, can carry over 48 hours to the start of the second Leave Year. 
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Once an employee reaches 80 hours of Sick/Safe Time, through either carry-over and/or 
accrual, the employee will no longer accrue additional hours (even if the yearly cap is not 
triggered) until the employee uses some of the hours that the employee has "in the bank." 
 
If your absence for a qualifying Sick/Safe Time purpose exceeds the number of Sick/Safe Time 
hours that you have accrued and are eligible to use, you will not be paid for the excess hours, 
and (Employer] will apply its normal Attendance Policy, which may result in a determination 
that the excess hours are unexcused and subject to discipline under the Policy. 
 
An employee moving from temporary/on-call status to a part-time/full-time regular position that 
is eligible for PTO will be able to carry over his or her Sick/Safe Time accrual to his or her PTO 
accrual bank and utilized as a PTO benefit under that policy's conditions. 
 
Upon an employee's termination for any reason, all unused Sick/Safe Time is forfeited by the 
employee, and the Company will have no obligation to pay the employee for the unused 
Sick/Safe Time. 
 
Permissible Uses 
Sick/Safe may be used in four- ( 4) hour increments for any purpose that qualifies for paid time 
off under the Minneapolis Ordinance, which includes the following: 
 

1.​ For the employee’s own illness, injury, or health condition or for the employee 
obtain medical diagnosis, treatment, or preventative care for such condition(s); 

2.​ To care for a family member with an illness, injury, or health condition or to care 
for a family member who needs medical diagnosis, treatment, or preventative 
care for such condition(s); 

3.​ For an absence due to domestic violence, sexual assault, stalking, or to obtain 
medical treatment or other services related thereto; 

4.​ Closure of the employee’s place of business by a public official; 
5.​ To accommodate the employee’s need to care for a family member’s school or 

place of care that has been closed by order of a public official; or to 
accommodate the employee’s need to care for a family member whose school or 
place of care has been closed due to inclement weather, loss of power, loss of 
heating, loss of water, or other unexpected closure. 

 
 
Notice 
If the need for Sick/Safe Time is foreseeable, [Employer] requires that employees provide at 
least seven (7) days’ notice to your manager.  Employees must make a reasonable effort to 
schedule a foreseeable need for Sick/Safe Time in a manner that does not unduly disrupt 
operations.. 
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If the need for Sick/Safe Time is unforeseeable, the employee must provide notice to their 
manager as soon as practicable and must generally comply [Employer’s] notice and leave 
request procedures to the extent that it does not interfere with the ability of the employee to 
use the Sick/safe Time when needed. 
 
If the expected duration of a Sick/Safe Time absence changes for any reason, an employee 
must notify your manager as soon as practicable. 
 
An employee’s failure to provide the notice required under this policy may result in a delay in 
payment or nonpayment of the time claimed as Sick/Safe Time and may also result in 
discipline for failure to follow Catholic Eldercare’s policies and procedures. 
 
Documentation 
 
If an employee uses Sick/Safe Time for more than three (3) consecutive scheduled work days, 
[Employer] may require reasonable documentation for the purpose for the Sick/Safe Time. 
Documentation may include, but is not limited to, a signed statement from a health care 
provider. The employee must provide documentation within 15 calendar days of the request. 
 
If the need for Sick/Safe Time is foreseeable and projected to last longer than three (3)  
consecutive scheduled work days, [Employer] may require reasonable documentation of the 
purpose for the Sick/ Safe Time before the Sick/Safe Time commences, or as soon as 
otherwise practicable. 
 
The Company also reserves the right to require documentation verifying an employee’s need 
to use Sick/Safe Time if there are indications of abuse, such as repeated use of unscheduled 
Sick/Safe Time on or adjacent to weekends, holidays, or pay days. 
 
An employee’s failure or delay in providing documentation requested by [Employer] may result 
in a delay in payment or nonpayment of the time claimed as Sick/Safe Time and may also 
result in discipline for failure to follow Company policies and procedures. 
 
Sick/Safe Time Balance 
On each paystub, [Employer] will provide employees with information regarding the amount of 
unused Sick/Safe Time that is available for use during the remainder of the Leave Year and the 
amount that has been used by the employee. 
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PAID LEAVE - coming to MN 1.1.2026  
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WAGE THEFT ​ ​ ​ ​ ​ ​ ​ Notes 
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Pay Stub Exercise 
●​ Review the following 9 paystubs 
●​ Highlight/circle/underline any noncompliant elements 
●​ Suggest needed fixes  
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EMPLOYEE CLASSIFICATION       
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EMPLOYEE CLASSIFICATION Con’t 
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EMPLOYEE CLASSIFICATION EXERCISE  
 
Example 1 - Maria needs wait staff in her new restaurant. She’d like to hire 
workers who’ve already shown a commitment to the work. A business mentor 
suggests hiring wait staff as independent contractors and trying them out for 
30 days. Is this good advice? Why or why not? 
 
 
 
 
 
Example 2 - An accounting firm makes most of its money doing payroll for 
small businesses. All of their bookkeepers  work remotely as they don’t have 
a central office. The owner, Diana, thinks the absence of a central office is 
enough of an indication that the workers should be independent contractors.  
What would you tell Diana?  

 
 
 
 
Example 3 -Abdi is a drywall worker. He has a contract with a construction 
firm. The firm provides all of his work materials, and he is required to work set 
hours. Abdi does not have contracts with any other firms and is not looking for 
any. Once the current project is completed, Abdi expects to work with the 
same firm on a new project. Is Abdi misclassified? 
  
 
 
 
What, if anything, could be true about these examples that could make 
these workers legally classifiable as independent contractors?  
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OVERTIME  

 
Notes  
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TIPS  

 
Notes  
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PAYCHECK FREQUENCY & DEDUCTIONS                
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BREAKS  

 
 
 
 
FINAL PAY  
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For more information, contact 

 
Andy Vue - Bookkeeper Coordinator avue@ndc-mn.org  

612-517-4880 
 
Dan Fehrenkamp.  Project Manager -  dfehrenkamp@ndc-mn.org  
651-379-8113 
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