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MEMORANDUM

TO: Program, Finance and Personnel Committee

FROM: Carl J. Stephani, Executive Director

DATE: October 26, 2009 

FOR AGENDA: November 5, 2009

SUBJECT: Personnel Policy Amendments: 1) Floating Holiday and 2) Earned Personal

Days

At your last regular meeting on September 3  you recommended a variety of “housekeeping”rd

amendments to the Personnel Policy which were approved by the Agency Board.  During your

September 3  meeting we also discussed potential changes to the Policy regarding the Floatingrd

Holiday, and Earned Personal Days.  At that time I described the accounting work that is generated by

the way these leave days are described in the Policy, and how much of that work could be eliminated

without changing the intent of the Policy.  Following is a summary of that discussion:

1. Floating Holiday - each employee is granted one floating holiday at the beginning of

each fiscal year.   The Personnel Policy requires that each floating holiday be used

during the year when it is awarded, and it is awarded as a “lump sum.”  

To keep track of that day, the bookkeeper must separate it from the rest of an

employee’s vacation leave time, and verify that it is used in the year it was earned. 

They are ALWAYS used in the year in which they were earned, because employees

always use them before using any of their other leave.  Thus, keeping track of them

separate from other earned vacation leave serves no useful purpose.

Furthermore, floating holidays are awarded to employees as a “lump sum” at the

beginning of each fiscal year.  In relation to employees who leave the Agency, unless

they leave on June 30 , they are given a day of time off which they have not “earned.”  th

If floating holidays were converted to vacation time, they would accrue just as vacation

time accrues and would not be given as a lump sum; and the bookkeeper would not

have to keep track of them separate from vacation time. 

2. Earned Personal Day - “An employee earns a personal day for taking no sick time for

three consecutive months.”   This benefit is intended to discourage employees from

taking sick leave frivolously, which it does.  On the other hand, the Policy goes on to

require that “This earned personal leave must be used within six (6) months of accrual.”  

The requirement that it be used within 6 months is an accounting burden that does not

appear to serve any functional purpose because these days are always taken first by

employees when they take vacations, and they are always used up.  Earned Personal

Days function as vacation days and could be integrated into the normal accrual of

vacation leave so that they do not have to be accounted for separately.  

 

If the annual Floating Holiday and Earned Personal Days simply accrued to an employee’s vacation

leave account, the result would be the elimination of the Floating Holiday, which would be a noticeable
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simplification of our leave accounting system.  If these changes were made, although there would be no

more floating holidays, nor separately accounted earned personal days, each employee would be

accruing an equivalent amount of additional (up to 5 days in total) vacation leave days.  To complete

these adjustments to the system, if these changes were made,  the annual Vacation Leave accrual limits

should be increased commensurately; i.e. by 5 days.

On that basis, it is my

RECOMMENDATION

that your Committee

Recommend that the Agency Board approve the attached proposed changes to the Personnel

Policy (strikeouts indicate proposed deletions, underlining indicates proposed additions) to:

1. Change the accounting of employees’ annual Floating Holidays and Earned Personal

Days so that they are accrued - and become accounted for - as regular vacation leave;

and,

2. Increase the limit on annual vacation leave to absorb the annual potential increase into

the vacation leave accrual limit.  

cc:  Agency Board
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I. PREFACE - These policies are intended to cover the most common situations.  The Agency’s supervisors

and employees shall use their respective best judgment in responding to situations not specifically

covered.  Employment with the Agency is at-will and nothing in these policies should be construed as

establishing a contractual relationship between the employees and the Agency. 

II. POSITIONS

A. Classes

1. Durational - employees working full-time, funded by grants for less than one year, who

may receive regular employee benefits at the discretion of the PFP. 

2. Full-time (FTE) - employees working a full 35 hour week with all benefits; are not funded

by a specific grant, nor working with a specific project funding termination date, nor in

any other way temporary or part-time.

3. Part-time - includes those who work fewer than 35 hours a week and receive no

employee benefits, other than vacation, sick, and holiday time on a pro-rated basis.

Employees who work 32 hours or more a week, may be granted full employee benefits

at the discretion of the PFP.

4. Probationary - employees with full employment benefits, but without grievance or

employment rights who work for the Agency for up to 18 months during which time

their suitability for regular full-time employment with the Agency is evaluated. 

5. Temporary and Intern - individuals who work for the Agency for fewer than five months,

who may be recruited under a simplified Affirmative Action Plan, and who are not

eligible for sick or vacation leave, holidays, swap or compensatory time, or personal

insurance benefits.

B. Creation - Except as otherwise provided herein, the Personnel, Finance and Program Committee

(PFP) has final authority regarding the employment of all staff, except that, the Executive Director

has the authority to employ temporary staff and interns.

C. Elimination - The PFP may consider and recommend the elimination of a staff position to the full

Agency Board when such a change is justified by financial considerations and/or program activity

changes.  The full Agency Board  has authority to eliminate a position.

D. Supervision - The PFP supervises the Executive Director.  The Executive Director, or in an absence,

the Deputy Director,  supervises and directs staff.  The Executive Director may assign supervisory

responsibilities to certain staff members.

III. BENEFITS 

A. Health Insurance -The Agency pays ninety-five percent (95%) of the cost of physician,

hospitalization (semi-private), major medical, and dental insurance for an individual employee as

provided by a company selected by the Agency, with the other five percent (5%) being paid by

the employee.  The Agency will pay ninety percent (90%) of the additional cost of doctor, dentist,

and hospitalization insurance for employees who choose an employee-plus-spouse, or a family

plan, with the other ten percent (10%) being paid by the employee. 

B. Holidays - Each regular full-time employee shall be entitled to the following eleven (11) twelve

(12) annual holidays:

New Year’s Day One-half day before Christmas

Martin Luther King Day Christmas Day 

President’s Day One-half day before New Year’s Day

Memorial Day  Floating Holiday (each employee       

Independence Day may elect any day off)

Labor Day  Alternative Holiday (each employee may elect   

Columbus Day either Veteran’s Day/Friday after

Thanksgiving Day  Thanksgiving 

When a holiday occurs on a Saturday, the preceding Friday shall be taken as the holiday.  When a
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holiday occurs on a Sunday, the following Monday shall be taken as the holiday.

C. Leave

1. Bereavement - The Executive Director may grant an employee up to three bereavement

days for the death of an immediate family member.  The timing of bereavement leave

days shall be granted relative to the staff member’s family responsibilities.   The term

“immediate family member” is defined as a spouse, child, step-child, parent, step-

parent, sibling, in-law, grandparent, grandchild, or any member of the household.  One

day per fiscal year may be granted, for all other funerals.

2. Conference - The Executive Director may approve conference leave for a period covering

the duration of a conference, workshop, training course, or special seminar, which an

employee asks to attend, and which is undertaken for the enhancement of on-the-job

skills or in service to the Agency and its member municipalities.  Employees attending

such conferences will be paid as though they were working normal hours.  No swap,

comp, or overtime may be authorized in relation to such activities.  Employee expenses

for evening or weekend time participating in such activities will be reimbursed, however

no swap, comp, or overtime shall be granted for evening or weekend participation in

such events.

3. Earned Personal Days - An employee earns a personal day for taking no sick time for

three consecutive months.  This earned personal leave must be used within six (6)

months of accrual.

4. Jury Duty - An employee should serve when called for jury duty as a matter of good

citizenship, unless there are pressing reasons which make it necessary to be excused. 

The difference between the employee’s salary and the jury fees will be paid by the

Agency if prior approval is obtained from the Executive Director.

5. Military Training - An employee who is a member of the National Guard, or organized

military reserves of the United States, and who is ordered to attend a period of active

duty training shall be allowed two (2)calendar weeks’ leave for such purpose.  During

such leave, employees shall be paid the difference between their regular pay and their

military base and longevity pay, if any, so that they will continue to take home the same

in pay that they would if they were not on military training leave.  Such military leave

shall not be deducted from vacation leave or in any other way result in loss of privileges

or compensation.  All such leaves shall be reported to the Executive Director and

justified in advance.  No military leave shall exceed two (2) weeks’ duration.

6. Sickness - Sick leave begins to accrue at the rate of 3.25 hours per pay period the first

full pay period after 30 days from the date of a new employee’s start date, and

employees may accrue up to a maximum of 490 hours.  An employee may use sick leave

for illness, or the family needs of a child, spouse, parent or grandchild.  A doctor’s

notification is required after an employee has used more than a third consecutive full

day of sick leave.  The Executive Director shall authorize the taking of sick leave when an

employee must be absent due to illness.  Accumulated days of sick leave are cancelled

with the termination of employment. 

7. Unpaid Absence -  It is the intent of the Agency to fully comply with State Law, 31-51cc

C.G.S. regarding Family and Medical Leaves and the Federal Family and Medical Leave

Act as they apply to agencies of the size of the CCRPA.  Full-time Employees may be

granted unpaid leaves of absence of up to sixteen (16) weeks within any two year period

for the following family and medical leave events: the employee’s serious illness, the

birth or adoption of a child; an illness of the employee’s child, spouse, parent or

grandchild.  During such leave, the Agency shall pay the employee’s proportionate

health insurance premium and shall maintain the employee’s life insurance coverage. 

The Executive Director may grant a leave of absence without pay for up to ten (10)

working days; leaves in excess of ten (10) working days may only be approved by the



3September 11, 2009

PFP.

8. Vacation - Annual vacation begins to accrue at the rate of 3.25 3.51 hours per pay period

the first full pay period after 30 days from the date of a new employee’s start date.

Employees with five (5) years, but less than ten (10) years, continuous full-time

employment accrue vacation time at the rate of 4.85 5.11 hours per pay period

commencing at the pay period closest to the employee’s fifth (5) anniversary date. 

Employees with more than ten (10) years of continuous full-time employment accrue

annual vacation at the rate of 5.54    5.80 hours per pay period commencing at the pay

period closest to their tenth (10) anniversary.

Up to 144 179 hours of vacation time may be accrued, except that the Executive

Director may accrue up to 179 214 hours. Vacation time shall be taken as approved by

the Executive Director to meet, as equitably as possible, each employee’s preference,

and maintenance of the office work schedule; the Executive Director may not take more

than three consecutive weeks of vacation without approval of the Chairman of the

Agency Board.

An employee whose employment terminates shall accrue vacation time to the last day

of the preceding full pay period   Accrued vacation, not to exceed the allowable accrued

time, shall be paid upon termination of employment, except as provided in the

paragraph entitled “Resignation.”

D. Life Insurance - The Agency will provide life insurance for full-time employees in an amount based

on their fiscal year salary, not to exceed $50,000, in such amount as the PFP shall determine from

time to time  Employees become eligible for coverage on the first day of the month following the

satisfactory completion of their probation.

E. Overtime

1. Swap time - Administrative and secretarial staff may earn and use swap time with

approval of the Executive Director.  Swap time will be granted as time off, or paid

overtime, at time and-a-half.   Swap time earned must be paid out or used within 30

days of accrual; and no more than 35 hours may be accrued at any time.   

2. Compensatory (“comp”) time - Professional staff (excluding the Executive Director,

Office Manager/Bookkeeper, and secretarial staff) may accrue comp time for work

undertaken, and for meetings attended, outside of regular working hours.  Comp time

will be granted as time off on an hour for hour basis.   Except for comp time earned

during attendance at a meeting in which a staff member is required to directly

participate, comp time may only be earned, or used, with the prior approval of the

Executive Director.  In making decisions on requests for the use of comp time, the

Executive Director will consider maintenance of the office work schedule and each

employee’s preference.  No more than 35 hours of comp time may be accrued at any

time.  

F. Retirement - The PFP may recommend, and the Agency may, from time to time, adopt and/or

change the employees’ Retirement Program.

G. Salaries and Wages - Salaries and wages will be determined annually as part of the budget

process.  Salaries and wages for new hires, promotions, and changes in work hours may be

determined during the year.  Unless specifically otherwise approved, all salary changes will be

effective the first pay period in July. 

Salaries shall be paid on alternate Thursdays.  When a payday falls during an employee’s

vacation, holiday, swap or compensatory time off, upon request, the employee’s paycheck may

be issued on the last working day preceding the beginning of that individual’s non-work day. 


