
4) mploy e shall be eligi Ie for a birthday holiday after the 
completion of their initial probationary period. ( Comment (gs3]: Ddo:ll: 8JId move 10 Holiday 

2.	 VACATION 
A. The vacation plan	 is for the purpose of allowing employees to take time
 

off from their jobs for rest and relaxation. The city does not provide
 
vacation pay in lieu of vacation time, except upon termination separation.
 
Employees are encouraged to take earned vacation each year; however in
 
no event shall more than 20 days ever be carried forward from the
 
employee's anniversary date. Any carryover exceeding 20 vacation days
 
on the employee's anniversary date will be lost.
 

B.	 Regular employees shall become eligible for vacation according to the
 
following. As discussed in this paragraph, a day represents eight (8) hours
 
of vacation.
 

1-5 years of service - 10 days vacation
 
6-15 years of service - one additional day per year of service up to
 

a maximum of20 days
 
C.	 Regular employees shall also be eligible for one birthday vacation day per
 

year, subject to the following condition:
 
I) The birthday vacation must be taken within thirty (30) days of the
 

employee's birthday. 
2)	 lf an employee does not use his/her vacation day within thirty (30)
 

days of their birthday. it will be lost and no longer available to the
 
employee for that calendar year.
 

3)	 The birthday vacation day may only be taken when the employee's
 
departmental workload permits and when adequate staffing is available
 
to cover the employee's absence. The department head must approve
 
the actual day off.
 

4.) Employees	 shall be eligible for a birthday vacation day after
 
completion of their initial probationary period.
 

C.	 Only regular, full-time employees are eligible for vacation benefits.
 
Eligibility shall be computed from the date of employment. With the
 
approval of City ouncil, vacation benefits may be offered to other
 
employees and eligibility computed from a different date.
 

D.	 Vacation time shall be earned on a monthly basis but can be taken only
 
after completion of first year of employment and after employee's
 
anniversary day each succeeding year.
 

E.	 Each department head is responsible for scheduling vacations in their
 
department.
 

F. Official holidays or normal days off which occur during a vacation shal:
 
not be counted as vacation time taken.
 
G.	 Vacation shall not be used in advance nor transferred between employees. 
H.	 Employees shall not be eligible for vacation benefits when on leave
 

without pay, on workers compensation leave, military leave. or any other
 
unauthorized absence.
 



I.	 Employees who are separated from the city service in good standing shall
 
be paid for all accrued and unused vacation benefits.
 

.I.COMPENSATED ABSENCE FOR ILLNESS OR INJlJRY	 ~ Fonniltted: Bullets and Numbenng 

A.	 Compensated illness or injury benefits are a program designed to provide
 
time off for legitimate illness or non-occupational injuries of an employee
 
and/or family members covered under the Family Medical Leave Act.
 
This benefit is only available when used as intended, and is not an
 
entitlement for which payment is made if not used.
 

B.	 Regular, full-time employees are eligible for illness or injury benefits at
 
the rate of one (I) day for each full month of service. Eligibility shall be
 
on a monthly basis, and accumulation shall be limited to ninety (90) days.
 

C.	 Illness or injury benefits may be taken in one-half hour increments. 
D. Employees	 who are absent due to an illness or injury may be required to
 

furnish a medical certificate certifying the need of such absence.
 
E.	 Employees absent due to illness or injury, and who have exhausted all
 

benefits for which they are eligible, including vacation, shall be placed on
 
leave of absence without pay. Employees on leave of absence without pay
 
for more than ninety (90) days may be separated from the city service
 
when in the best interest of the ity to do so.
 

F.	 Employees, who falsely claim illness or injury benefits or abuse the
 
privilege, shall be subject to disciplinary action or dismissal.
 

G.	 Pregnancy, childbirth or related medical conditions shall be treated as a
 
temporary djsability, and shan be subject to the same terms and conditions
 
applied to other disabilities.
 

...	 PTO (personal time orOI rfective January 1,20081 ( Comment [gs4]: Sogm pm Section ) 

A.	 PTO is used by employe s for the need to be away from work. for th 
reasons of re t & relaxation for legitimate illne s or non-occupational 
injurie f an employee. 

B.	 PTQ will be for all new employees hired after January I, 2008 aod all 
current employee who voluntarily ele t by December 31, 2007, to use 
PTO for time off. mployees will only have to December 31.2007 to elect 
to move to PT . If an employee does not elect to go to PTO the employee 
will stay under the urrent acation/Sick policies in the Policy manual. 

C.	 All full time employees will initially accrue twenty 20) days or one 
hundred and sixty ( J60) h urs per year of PTO. 

D.	 PTO Accrual- ne additional day per year of service will be accrued after 
January I, 2009, on the employe's anniversary dale up to fifteen (15) 
additional day . The rna imum that can be accrued is three hundred 
twenty (320) hours or forty (40) days. fier twenty (20) years of ervice 
the accrual maximum increases to four hundred (400) hours or fifty 50) 
days. 



E.	 PTO hould be approved by upervi orlDeparlm n1 Head PRIOR to 
u ing PTO. It is understood that illness/injury use of P 0 may not be 
able to be scheduled. 

F.	 he city doe not provide PTO pay in lieu of time used, except 
upon separation. Employees are encouraged to take earn d PTO each 
year. 

G.	 PTO may be used in 2 hour in remenlS. 
H.	 PTO will be available after ninety (90) day of sati factory 

employment. 
I.	 Employees maybe requested provide a doclOrs release for PTO taken for 

employee injury/illnes if absent for 3 shifts/days or more. 

5.	 Special sick time - fter the conversion to PTO any remaining sick time 
that an employe has will be considered special sick time. Thi special 
sick time will be used by lh employee for severe illness/injury approved 
b the Department Head and City Manager. In the event lhat the 
D partment Head and City Manager d not agree, a committe of 3 
mployee • chosen by ity Attorney, will make the fmal decision of th 

use of SST. Employees will not accrue special sick time nor be paid for 
special sick time upon s parati n. 

6.	 MILITARY LEAVE 
ny regular, full-time employe , who is a member of the National Guard, 

Official Military of Texas, or of any reserve component of the Armed Forces, 
shall be entitled to a leave of absence without pay for all days they are ordered 
to duty, not to exceed ninety (90) days per calendar year. With the exception 
of salary, such employee shall retain eligibility for all other benefits. Council 
may extend this time period in times of national crises and/or war. 

7.	 JURY DUTY 
Employees who are required by due process of law to render jury or witness 
service shall be excused from city service. Employees on jury duty will 
continue to be paid at their regular rate of pay. 

8.	 EMERGENCY LEAVE BEREAVEMENT LEAVE 
In the event of the death of a mother, father, spouse. child, sibling brother or 
sister of an employee or the employee's spouse. the employee shall upon 
request be granted up to three (3) days, or twenty-four (24) work hours, of 
paid bereavement leave in addition to all other types of leave benefits. For the 
death of a grandchild or grandparent of an employee or an employee's spouse 
one ( I) day or eight (8) ork hours shall on r quest be granted. or the death 
of an employee s aunt/uncle, niece or nephew ne (I) day or eight (8) hou 
shall upon request be granted. 
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9.	 ADMINISTRATIVE LEAVE 
An employee may be granted leave with pay for regular hours they would 
have worked. plus travel and expense pay. when required to attend 
conferences, seminars or training sessions to attend conferences, seminars or 
training sessions relative to their job duties. Only travel and expenses verified 
by written receipts will be paid by the city. 

10. COMPENSATORY TIME OFF 
Compensatory time represents a form of compensation for overtime hours 
worked. Use of such time shall be subject to the approval of the City 
Department Head or City Manager. When an employee has accrued 
compensatory time in excess of sixty (60) hours, the employee shall be 
required to utilize suoh excess time at the earliest convenient date, as 
determined by the City Department Head or City Manager. 
Salaried employees may also be rewarded with compensatory time off. 
However, salaried employees shall not be allowed to accrue such time. The 
following discussion is intended to help clarify the use of compensatory time 
as it relates to exempt employees. 

omp Time i t: ( Comment [gSlO]: Delc:le 

I) right. 
2) An earned benefit. 
3) Required to be given to aJaried employees. 
4) Awarded for \I rk regularly r routinely conducted in the course of 

pem rming the requirements of a job classification, even if such
 
work is performed outside the regular hours of 8:00 a.m. to 5:00 p.m.,
 
Monday through Friday.
 

5)	 Paid for when unused. 
B.	 E amples of work that does not result in omp Time off:
 

I) Attending ouneil meetings confer nces, conventions, seminars or
 
any other type of meeting.
 

2) 0 ertime work necessary to complete job requirements.
 
3) Working late to finish a task.
 
4) aturday work done at your option.
 

C.	 omp Time is:
 
I) A privilege that can be 10 t ifabu d.
 
2) Awarded for work done outside of normal work h UfS, when uch
 

work is n t part fy ur regular day by day job requirements.
 
3) T be taken only when it d es not int rfere with regular job
 

requirements.
 
D.	 xamples of work that may result in omp Time off:
 

1) aturday inspection that is not a normaJ or regular occurrence.
 
2) ttending a meeting as a substitute or someone else.
 
3) Working extra hours on a pecial event or project.
 



R member. Comp Time is intended to provide a break for those salaried 
mployees who work hard at their j bs and put in a lot f extra bours. It is /lot 

intended to insure that you work only a 40-h ur week. Comment [9511J: DclclC 

1I.WORKERS COMPENSATION ABSENCE 

A.	 Employees who are absent due to injury in the course and scope of their
 
employment for the city are entitled to receive worker's compensation
 
benefits as prescribed b the Texas Worker's Compensation Act.
 
Payments to the employee or periods for which the city sick leave has
 
already been paid shall be reimbursed to the city to the extent of the
 
compensation payments for said periods, or the city sick leave pay for said
 
periods, whichever is less.
 

B.	 Employees injured on the job shall be required to return to their jobs upon
 
approval of their attending doctor, and shall not return to work without
 
such approval. If light duty is prescribed, employees may be required to
 
perform duties not contained in their job description. Employees may
 
return to full time work upon the release of liability to the city and ability
 
to perform the job duties. Light duty may not be available in certain job
 
classifications.
 

C.	 Non-job related injuries would not be compensated. 
D.	 Employees on worker's compensation shall maintain their employee
 

benefits at the level of benefits at the time of the injury (i.e., sick days,
 
vacation, etc. does not accrue for the employee from the time the
 
employee receives workers compensation benefits until he/she returns to
 
work).
 

12. UNAUTHORIZED ABSENCE 
Unauthorized absence or failure to return at the expiration of a leave of 
absence shall be considered an automatic resignation. The department head 
may rescind such resignation if the employee shows satisfactory reason for his 
absence within three (3) days of the date the resignation becomes effective. 

13. REVOCATION OF ABSENCE 
The department head upon evidence that the cause therefore has been 
misrepresented, or has ceased to exist may revoke any authorized leave of 
absence. 

14. VOTING 
If city work requirements prohibit an employee from voting at city, state or 
federal elections during regular voting hours, such employees shall be allowed 
sufficient time off with pay to exercise the voting privilege. 


