CITY OF CRAIG
RESOLUTION 13-18

AMENDING THE CITY OF CRAIG EMPLOYEE HANDBOOK

WHEREAS, the City of Craig Employee Handbook, also known as the Personnel Rules, sets
marty terms and conditions of employment at the City of Craig; and,

WHEREAS, among these terms and conditions is a policy defining the accrual of Annual Leave._, L

(Vacation) at Section 302 of the Handbook.

THEREFORE BE IT RESOLVED, that the Craig city couacil repeals Seétion 302 ofthe
Employee Handbook and adopts the revised Section 302 as attached to this resolution.

BE IT FURTHER RESOVED that the effective date of this action is J anuary 1, 2014.

PASSED AND APPROVED ‘by a duly consn*uted quorum of the city council this 6th day
of June 2013.
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MAYOR DENNIS WATSON ~ KASSIKNOCK- CITY CLERK




302 Annual Leave (Vacation) Benefits
Effective Date: 07/01/2010
Revision Date: 01/01/2014

Annual Leave time off with pay is available to eligible active employees to provide opportunities for rest,

relaxation, and personal pursuits. Employees in the following employment classification(s) are eligible to
earn and use annual leave time as described in this policy:
*Ry]l-time employees
* Part-time employees

The amount of paid annual leave time employees receive each year increases with the length of their
employment as shown in the following schedule: ~
*Upon completion of probationary period the full time employges are entitled to 48 hours of annual
leave, and additional days accrue at the rate of 1 day per month begmmng the first full month
following the probationary period. “

'11

*Part time employees must work at least 25% of the total monthly hours to accrue annual leave. Part
time employees will receive annual leave time prorated by the number of hours Worked if the
employee works over 25% of the total monthly hours." e employees will not accrue more
than 8 hours a month.

E]_igible full time employees are entitled to 96 higurs each year, and eight additional hours per year of
service to a maximum of 160 additional hours,: 11 of which is accrued pér the Leave Accrual Table on
page 300-3. The maximum annual leave that can be accrued at any gwent;me is 240 hours. Employees
should manage vacation time to avoid the loss of vacatlon ‘accrual ,days over the 240 hours. Unused
annual leave benefits will be allowed to accumulate until the empl' yee has accrued a total of 240 hours

‘worth of annual leave benefit employee's beneﬁts reach this maximum, further accrual of annual

their""'supervisors, Requests will be reviewed based on a number of
d staffing requirements.

Annual leave time 6ffis.paid at the employee's base pay rate at the time of the leave. It does not include
overtime or any specialiformis-of compensation such as incentives, commissions, bonuses, or shift
differentials.

Upon termination of employment, employees will be paid for unused annual leave time that has been
earned through the last day of work. However, if City of Craig, in its sole discretion, terminates
employment for cause, forfeiture of unused annual leave time may result.

City of Craig Department Managers who regularly attend city council meetings in their capacity as city

employees, and who are employed with the City of Craig as of the effective date of this policy, shall
receive an additional 16 hours of annual leave each benefit year.

300-2




Leave Accrual Table
Vacation
Years of  Hours per Per Pay
Senice Year Period (26)
0 104 4.00
1 112 4.31
2 120 462
3 128 4,92
4 136 5.23
5 136 5.23
6 144 554
7 152 5.85
8 160 615
9 168 | 6.46
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