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STM, NOVEMBER 13, 2018, ARTICLE 7:  AMENDMENTS TO THE SALARY ADMINISTRATION 

BYLAW 

 

SECTION 17.  PAID VACATIONS 

 

All persons employed regularly by the Town full-time or part-time for a minimum of twenty (20) hours per 

week shall receive paid vacations according to the following schedule. Any persons working between 20 and 40 

hours per week shall receive paid vacations, but it will be prorated accordingly.  The part-time compensation 

formula shall be used to determine the prorated part-time employee’s vacation day (See Section 28). 

 

After Completion of: Hours of Paid Vacation 

(Based on 40 hour week) 

10 MonthsLess than one complete year 

of continuous service 

808 hours per each full calendar 

month up to 80 hours 

After completion of 1 Year of 

continuous service 

80 

After completion of 5 Years of 

continuous service 

120 

After completion of 10 Years of 

continuous service 

160 

After completion of 11 Years of 

continuous service 

164 

After completion of 12 Years of 

continuous service 

168 

After completion of 13 Years of 

continuous service 

172 

After completion of 14 Years of 

continuous service 

176 

After completion of 15 Years of 

continuous service 

180 

After completion of 16 Years of 

continuous service 

184 

After completion of 17 Years of 

continuous service 

188 

After completion of 18 Years of 

continuous service 

192 

After completion of 19 Years of 

continuous service 

196 

After completion of  20+ Years of 

continuous service 

200 

 

Earned vacation time up to and including 80 hours must be used in the year granted.  No unused portion of this 

allowance shall be carried forward into a subsequent vacation year, nor shall any monetary compensation be 

given for such unused portion.  Earned vacation time in excess of 80 hours should be used in the year granted, 

and no portion of such excess shall be carried forward into a subsequent year.  If departmental scheduling or 

other serious extenuating circumstances preclude the use of all such excess in the year granted, the employee 

may request to shall receive compensation equivalent to such unused portion in a lump sum payable on the last 

first payroll warrant in Julyne, in addition to their regular salary, or may be allowed to carry over such excess as 

the Town may elect in its sole discretion. Any employee asserting a serious extenuating circumstance must 

submit a written request to his/her direct supervisor and such request must be approved by the direct supervisor 

and the Town Manager before the employee shall be compensated for, or allowed to carry over, such excess; 

provided, however, that such payment must be approved by the Department Head and written authorization 

signed by the Town Manager in advance of such payment. 
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The vacation year shall begin July 1.  In the first year of employment, employees shall accrue one (1) day of 

vacation leave (prorated based on number of hours worked each week) per month of service completed to a 

maximum of 80 hours to be available for use by the employee on the following July 1
st
.  Vacation leave accrued 

each fiscal year will be available for use on the following July 1
st
.  Any change in the rate of accrual shall occur 

on the employee’s anniversary date.  When an employee’s anniversary date for the completion of the 5
th
, 10

th
-

20
th
 years occurs after July 1

st
, the employee shall receive vacation leave for the remainder of the year on a pro-

rated basis.   

 

 

SECTION 21. FAMILY AND MEDICAL LEAVE 

 

The Town agrees to abide by the provisions of the 1993 Family and Medical Leave Act (FMLA). All eligible 

employees are entitled to up to twelve (12) weeks of unpaid leave for certain family and medical reasons in a 

one (1) year period.  Employees are eligible for FMLA if they have worked for the Town for at least one (1) 

year and at least for one thousand two hundred and fifty (1,250) hours over the previous twelve (12) months. 

 

Unpaid FMLA leave must be granted for any of the following reasons: 

 

 To care for the employee’s child after birth, or placement for adoption or foster care  

 To care for the employee’s spouse, son, daughter, or parent, who has a serious health condition 

 For a serious health condition that makes the employee unable to perform the employee’s job 

 

In accordance with the past practiceTown’s policy, the Town allows, at the option of the employeerequires, the 

use of paid leave time during the FMLA absence including accumulated Sick Leave, Vacation Leave, and 

Personal Leave.  The Town requires all employees applying for an FMLA leave to notify their Department 

Head, in writing, thirty (30) days prior to the leave, if possible. 

 

SECTION 28.  DEFINITIONS 

 

 

Hourly Employee shall mean any employee of the Town who by virtue of their classified position is 

compensated at an hourly rate for services rendered.  Hourly employees are not eligible for benefits (i.e. 

vacation, sick-time, insurance, etc).   

 

 

  


