
RESOLUTION NO. 1706

A RESOLUTION OF THE COUNCII, OF THE CITY OF SALISBURY
TO AMEND THE EMPLOYEE HANDBOOK

WHEREAS, the City of Salisbury Employee Handbook was last revised in October,
2007; and

WHEREAS, it is in the best interest of the City to review its policies and procedures
from time to time and to make revisions as appropriate and to pub]ish those changes so the

employees are made awaze of new policies and procedures; and

WHEREAS, the Human Resources Division of the Internal Services Department has
reviewed the Employee Handbook and has recommended making certain changes to meet the

needs of the City and its employees; and

WHEREAS, the recommended changes have been discussed with the Mayor, each of
the Department Directors and the City Council;

NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of

Salisbury, Maryland to amend the Employee Handbook as shown on Attachments A through
G with deletions struck though and additions underlined and italicized.

THE ABOVE RESOLUTION was introduced and read and passed at the regular
meeting of the Council of the City of Salisbury held on this 13~' day of October, 2008, and is
to become effective immediately upon adoption.

ATTEST:

Brenda . Colegr ~ owse i

CITY CLERK /~ CITY COUN PRESIDENT

APPROVED by met 's /

day of ~~~' 2008.

arrie P. Tilghman
MAYOR, City of S









Attachment D

0503 Annual Leave

A. Ali regular full-time employees accrue annual leave at the following rate, commencing with the first

full month of service after the month of employment:

3'ears Months of Completed Service

t~-te-~ 12 (u~~ear)

i-313-60 (years 1-S)

Fi-9 61-120 (years 6-11

8---13 721-I80 (years 11-IS)

1b--19 181-240 (years 16-20~

9-~ 241 + (over 20 ~ars~

Leave Credited On The First Day Of The Following Month

833 days per month

1 day per month

1 '/ 4 days per month

1 % days per month

1 '/< days per month

2 days per month

B. Annual leave may be taken at any time during the fiscal year (July 1 - June 30); however, in no event

may more than 30 days be carried over between fiscal years except in extreme circumstances. caused by
the employer If an extension is desired due to extreme circumstances a writ[en explanation must be

submitted by the requestinf employee to the department head. The request must include a timeframe
within which the annual leave carriedforward wilt be used Upon approval by the department head the

reaest will be forwarded to the Mayorfor review and approval Leave time in excess of30 days that is

carried forward past the end of the frscal year in accordance with this policy must be used within 90

days. Any request for leave must be approved at least 5 days in advance by the department and must not

conflict with the operation of the department.

C. As an exception to the accrual formula described above, no additional leave will be credited on the 5rst

day ofi: ~ month if the employee has not reported to work during the preceding month due to any cause

other than vacation or on-thejob injury. In the case of absence due to on-thejob injury, annual leave
will accrue for the fast six months of the absence. No annual leave will accrue beginning on the

seventh month ofthe absence.

D_ tlJhen an etnploye~ resits from employment with the City, the employee will receive payment in lieu

f ~_ _~~,t,,,+4;~±ed 1~-ve, m an amoant equal to the number of days of such leave multiplied by the

e;nployee's current daily race of pay. An employee, who dies while in service, and who was eligible for

rc~tiremeni through iengtit of service or age, is also entitled to payment, in ilea of accumulated ieave,.and
their beneficiary shalt receive such compensation under the formula given in the preceding sentence.



Attachment E

0504 Sick Leave

A. Regular full-time City employees are credited with one sick leave day per month worked following the

first full month of service after the month of employment. Sick leave is credited on the first day of the

month.- No sick leave will be credited on the first day of any month if the employee has not reported to

work during the preceding month due to any cause other than vacation or on-thejob injury. At no time

will sick leave be paid out in cash in lieu of time off, except upon Retirement as explained herein. In

the case of absence due to on-thejob injury, sick leave will accrue for the first six months of the

absence. No sick leave will accrue beginning on the seventh month of the absence.

B. City emplovees may use sick leave for illness or disability ofthe emplovee or for a medical appointment

of the em~yee or a member of their immediate family subiect to approval by the employee's
supervisor. A doctor's note is required to document all appointments and must be submitted with the
sick leave reguest upon returniny to work Sick leave may also be use~or family necessity. which is

e~lained in paragraph C, or if the employee is needed to care for a Serious Health Condition of an

immediate family member, as provided in Section 0505 ofthis handbook.

C. Sick Leave may be used for a family necessity, such as the unexpected illness of a child, subject to

approval by the employee's supervisor. The use of Sick Leave for a family necessity is limited to five

5) days in a twelve month period.

D. In the event that sick leave exceeds three consecutive calendar days, or five days in a fiscal year, a

certified doctor's explanation may be required to receive sick leave pay. A doctor's note is required if

a sick leave day is taken on the day immediately preceding or immediately following a holiday.

E. Although providing a sick leave benefit for bonafide illnesses, the City retains a right to discipline
employees, transfer employees or terminate employees whose resultant pattern of absences

prevents the employee from effectively performing the essential functions of the job. The City
further reserves the right to request that an employee undergo a physician's examination by a physician
selected by the Ciry, at the expense of the City, to verify that an employee can continue to perform the

essential functions of the job without danger of injury to the employee or coworkers. The City also
reserves the right to require that employees remain accountable during all periods of absence, including
the requirement that employees report to their deparhnent upon request to discuss their status in person
with their supervisor

F. Any City employee that does not use any sick leave days during a fiscal yeaz will receive one additional

paid Recognition Day (see Section 0507) to be used in the following fiscal year. Upon Retirement, as

defined by the applicable Maryland Retirement Plan, an employee shall be paid up to 25% of all accrued
sick days up to a maximum of thirty days. Payment will be based upon the rate of pay immediately
preceding retvement. An employee, who dies while in service, and who was eligible for retirement

through length of service or age, is also entitled to payment of up to 25% of all accrued sick days up to a

maximum of thirty days, and their beneficiary shall receive such compensation under the formula given
in the preceding sentence.

G. Advanced Sick Leave

An employee may be advanced sick leave not in excess of 96 hours in a twelve-month period in cases of

serious disability or aihnents and when the exigencies of the situations so require. This advanced sick

leave may be in addition to the accumulated sick leave to the credit of the employee. The following



Attachment E

requirements must be observed if sick leave is advanced:

1. The period of absence from duty on account of illness must be for a period of at least five or

more consecutive work days, except that a lesser amount of sick leave may be advanced to

supplement accumulated leave to cover a continuous period of absence of five or more

work days. Every case of advanced sick leave will be supported by a certificate of a

practicing physician stating the nature of the illness and necessity for advanced sick leave.

2. The total amount of sick leave advanced shall not at any time or for any one case exceed the
96 hours in excess of the accumulated sick leave to the credit of the employee. Sick leave
advances shall be reviewed by the employee's supervisor who shall. consider both

mitigating and aggravating circumstances and forward his recommendation to the

department director. The director shall approve or disapprove the request. Any sick leave

that is extended under this condition must be paid back at the same rate that is accumulated.

Any sick leave, which is advanced and not paid back, by subsequently accumulated sick

leave must be repaid to the City at the time the employee ceases employment with the ,City.
The amount to be repaid will be that number of advanced hours still outstanding times the

hourly rate of the employee at the time such advanced leave was taken. Such amount may
be offset against any amounts otherwise due to the employee, and/or the City may recover

any such amounts from the employee, which the employee shall pay within 30 days after
his cessation of employment.

4. Before advanced sick leave can be approved, an employee must have utilized all available
earned paid leave.

5. Any advanced sick leave must be reported in writing to the Finance Department for purpose
of payrolI.

H. Sick Pool

The City ofSalisbury has deve[oned a Sick Poolfor regular full-time employees. The nurnose ofa Sick
Pool is to allow reugZar full-time City em~loyees to ` pool" sick leave together to be used by
participating employees that have depleted all of their accrued leave time and are out ofwork due to a

Family Medical Leave quali ing condition

The Sick Pool is a voluntary proeram Ane~ mnloyee who enrolls in the gram will be charged with a
sick day but the day will be noted as a Wool donation therefore the employee will still be e/igible for the
un to 8 hours ofRecognition Day time ifno other sick time is used within the fiscal year

1. Regular Full Time Employees

The City Sick Leave Pool will be developed through the voluntary contribution of one

workday's sick leave hours by eli ible employees electing to do so during a stated open
enrollment period, with the pool to take effect on January 1 ofeach year:

a. The City Sick Leave Pool may be used by eliibgZe employees who have contributed to it

and:

1. Have a guali~ying medical condition as determined by the Family Medical Leave
Act

2.

3. Have submitted the completed Reguest for Sick Pool Form to the Human

Resources Department: and

4. Have had ther~uest reviewed by the HR Department with the ultimate approval
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by the Director of Internal Services.

b. During the open enrollment period of each Lear those eligible employees who have

used no more than five nonphysician documented working days ofsick leave during the

preceding twelve months depending on hire date maw

1. Accumulate their sick leave in a normal manner. or

2. Contribute one workday's hours ofsick time (not to exceed 8 hours) to the City
Sick Leave Pool and accumulate the rest in a normal manner.

c. A maximum of 120 hoursper 12 month period may be requested by an emFlovee from
the City Sick Leave Pool.

d F,m~loyees that did no[ elect to participate during the open enrollmentperiod maeylect

child, marriage, divorce etc.)

2. Newly_Hired Regular Full-Time Employees

their proba[ion to enroll in the Sick Pool.

I. Employee to Employee Donation Program

Effective November 1, 2008 regular full-time emploeeys may donate annual, personal and/or sick leave

to other reQUlarfull-time employees who have a serious andprolonged medical condition and who have

u.. s.sY a~LGNf4.Ni

FMLA condition.

Internal Services.

Any unused donated leave time will automatically be forfeited to the City Sick Leave Pool -not

returned to any emyloyee.

A maximum of240 hours per 12 month period may be requested bayn em~lovee from the em~lovee to

employee donation program.



Attachment F

0508 Military Leave for Active Duty

t• In the event that a re ar full-time employee is either inducted into the Armed Forces of the United States or is called

up to active duty as a member of the U.S. Armed Forces Reserves or the National Guard, the following policy will

govern the employee's pay and benefits while on such active duty status:

A. Upon presentation of orders and the establishment of an effective date for the leave of absence, an

employee is placed in Leave Without Pay status.

B. The employee's status is frozen relative to all benefits, with the exception of Health Care and Life insurance

premiums which shall continue under the same terms and conditions as if the employee remained an active

employee. If the employee is now paying a percentage of the premium, the employee must make

arrangements to contnue to pay the percentage ofthe premium.

C. Any accumulations of leave or compensatory time will remain in place, or the employee may choose to

receive pay for any accrued annual or personal leave. The leave of absence will not be considered time

worked for purposes of determining benefits that accrue on the basis of employment, such as Sick Leave and

Annual Leave.

D. The employee is given job retention rights after active duty, subject to physical and psychological ability to

perform, to the employee's former position or one of comparable status. To exercise reinstatement the

employee must report within 90 days of release from active duty.

E. The employee shall be granted all across-the-board increases realized during absence.

F. If the employee's military pay is less than the pay as an active city government employee, the

employee shall be entitled to the difference in pay between military pay and the city pay. The

employee must document this difference by the presentation of military pay stub to the City's payroll
clerk.





Memo
To: John R. Pick, City Administrator

Prom: Pamela B. Oland, Director of Internal Services

Date: October 6, 2008

Re: Employee Handbook Updates/Changes

Attached please find a resolution that updates and/or changes portions of the employee
handbook. These changes were discussed at a Council work session on September 2,
2008. The issues (summarized briefly) are as follows:

1. Christmas Club -Removing language related to a benefit we no longer offer.

2. Regular Full-Time City Employee -Ensuring that we have the term "regular' in the

appropriate sections of the employee handbook.

3. Change to Second Performance Appraisal -Updating language related to the
second appraisal after receiving a needs improvement or unsatisfactory
performance appraisal.

4. Annual Leave -Clarifying language related to when an employee becomes eligible
for an increase to their accrual rate for annual leave. Additionally, allowing ,an
employee to carry over leave above 30 days under a specific set of circumstances
and with approval from the department head and the Mayor.

5. Retiree Health Insurance -Adding language to allow those retiring because of
accidental disability (a disability while on the job), may elect to maintain their health
insurance even if.they did not have 10 years of service with the City.

6. Sick Leave -This change will. clarify what sick leave maybe used for.

7.~ Creation of a Sick Pool and Employee to Employee Donation -These documents
would develop a sick leave pool for those employees who may have a significant
illness but do not have sufficient time accumulated to continue to receive a

paycheck while out on sick leave. Also, we would create standard rules related to

employee to employee sick leave donation.

If you have any questions regarding these items, please let me know.


