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Annual Leave Policy

Policy

Regular full-time employees accrue annual leave as follows:

Yrs. of Continuous Service Annual Leave Entitlement Max. Allowed Accrual
Jan. 1

0-4 8.00 hrs/month 360 hours
5-14 10.67 hrs/month 360 hours
15+ 13.33 hrs/month 360 hours

Leave must be accrued before it can be used. Regular part-time employees are
ineligible to accrue annual leave. Annual leave may not be taken in increments
of less than 60 minutes.

If a paid holiday occurs while an employee is on approved annual leave, the
employee’s annual leave balance is not charged for the absence. Employees on
leave do not accrue paid leave.

Employees desiring to take annual leave should give their supervisors at least
two weeks advance notice. Employees’ requests for leave are accommodated
whenever possible subject to the City’s workloads and manpower demands.

When more employees request particular days off than can be accommodated,
supervisors making annual leave assignments may take into account the date
the requests were made, special needs for particular annual leave dates and the
employees’ seniority.

The maximum number of annual leave hours that may be accumulated is 520
hours. However, the maximum carry over is three hundred sixty (360) hours,
the balance of which is adjusted at the end of the pay period that includes
January 1 of each year.

Separating employees will be compensated for unused annual leave, but only if
the employee terminates for non-disciplinary reasons and/or if the employee
gives and properly works a two-week notice of resignation. The required notice
may be waived by the City Administrator if deemed to be in the best interest of
the City.

Employees may sell back to the City up to ten (10) days of accrued annual leave
in a fiscal year due to an unexpected financial crisis. This policy is not intended
to allow employees who have failed to use accrued annual leave a means of

avoiding its lose due to accrued balance adjustment at calendar year end.

Adopted February 10, 2015; Replaces all previous policies.



