When a holiday falls on a Saturday, it will be observed on the preceding Friday. When a holiday
falls on a Sunday, it will be observed on the following Monday. The only exception to this rule is
for Christmas Eve and Christmas. Such exception is needed because Christmas Eve and Christmas
are the only back-to-back holidays that might fall on a weekend. When Christmas falls on a
Saturday, Christmas will be observed on the preceding Friday and Christmas Eve will be observed
on the preceding Thursday. When Christmas falls on a Sunday, Christmas will be observed the
following Monday and Christmas Eve will be observed on the preceding Friday.

The Mayor with City Council approval may designate such special holidays as circumstances
merit.

Non-exempt regular full-time and part-time employees who are required to work on a holiday will
be granted overtime pay at time and 1/2 for the time period worked.

Regular part-time employees, who work an average of at least 30 hours per week, will be eligible
for paid holidays on a prorated basis.

Temporary/Seasonal employees are not eligible for paid holidays, and if required to work on a
holiday will be paid for the time worked at their normal rate of pay.

If a holiday occurs while an employee is on Worker’s Compensation or other disability
compensation, no credit for the holiday will be allowed. In order to receive pay for an observed
holiday, an employee must not have any leave that hasn’t been preapproved for the workday
immediately preceding or immediately following the holiday unless explicitly excused by his/her
department head or the city administrator.

Sec. 4.03 VACATION
Vacation leave shall be used in not less than one-half hour increments.

All regular full-time employees are eligible to take vacation leave as it is earned. Vacation shall
be earned in prorated bi-weekly increments of the total annual accrual rate below:

e Years 0 through 10 4.61 hours per pay period
e Years 11 through 20 6.15 hours per pay period
e Year 21 and beyond 7.68 hours per pay period

Regular part-time employees scheduled to work thirty (30) or more hours per week will accrue
vacation at a prorated amount based on the average hours worked.

Temporary/seasonal employees are not eligible for earned vacation leave.

Department Heads will make every effort to grant requested vacation time; however, it must be
approved in advance and will be granted on the basis of work requirements of the department.
Seniority will be considered when scheduling vacations within the department.

Each employee is encouraged to take a period of vacation that allows him or her to be away from
the workplace for a minimum of five consecutive workdays. Holidays, which occur during an
employee’s vacation, do not count as vacation time.
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