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Sec. 2-700.  INTRODUCTION & TITLE.

The personnel regulations shall be known as and may be cited as the "City of Montpelier

Personnel Plan," hereinafter referred to as the "personnel plan." The personnel plan is designed

to establish a clear cut, orderly and systematic method for the handling of personnel problems and

matte rs, and is s ufficiently flexible to  mee t chang ing situations  and co nditions fro m tim e to time  to

prov ide a th read  of co ntinu ity in the  oper ations of th e City.

Sec. 2-701.  ADMINISTRATION.

Respon sibility.  The City Manager and department heads of the City of Montpelier shall have the

basic responsibility for the administration of the personnel plan.  They shall promote the personnel

program and make every effort to justly consider the rights and interests of the employees

consistent with the best interests of the City of Montpelier.

Sec. 2-702.  APPLICATION & AMENDMENTS.

   (a) Application.  The regulations and benefits as prescribed in the personnel plan shall apply to any

and all persons in the employ of the City of Montpelier with the exception of those classes of

employees specifically excluded hereunder, elected officials, elected or appointed boards,

com mitte es, com mis sions, and em ployee s who are  me mb ers o f a ba rgain ing un it, as th at term  is

defin ed in th e Ve rmont M unic ipal Emp loyee L abo r Rela tions  Act, 2 1 V.S .A. Chap ter 22 .  All

actions relative to the fixing of the salaries and benefits of the City Manager and the City Clerk-

Treasurer shall be referred to the City Council.  The salaries and wag es of all personnel in salary

and /or wa ge sc ales  grea ter tha n Cla ss 20 and  pers onnel in po sition s des ignated as  uncla ssifie d in

Sec tion 2 -724  shall a nnually be f ixed  by the  City M anager a fter c onfe rring  with th e City C ouncil.

   (b) Amendm ents .  The C ity Council, up on its own  motion  or upon  the reco mm endation  of the City

Manager, after notification to the department heads, may modify, suspend, repeal, delete sections

of or add sections thereto for amending the personnel plan; and shall from time to time as the

need a rises, revie w, revise a nd upd ate the plan .  The C ity Manager ma y designa te a com mittee to

annually review the Personnel Plan and report its findings to the City Manager.

Sec. 2-703.  DEFINITIONS.

   (a) Classified Employee.  Any person who is paid a wage for work performed in a position or job

listed in the classification plan.

   (b) Department Head and/or Director.  The ap pointed o fficial or other  designa ted autho rity

respon sible for the  adm inistration an d opera tion of a de partm ent.

   (c) Full Time Job or Position.  A job or position having a basic work week of forty (40) hours per

week, inclusive of thirty (30) minutes breaktime per day, and exclusive of any overtime that may

be required.

   (d) The scheduling of each employee's paid breaktime shall be at the discretion of the department

head.

   (e) Function.  The  norm al, req uired  or ex pec ted activity o r duty o f a pe rson , departm ent o r age ncy.
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   (f) Job Description.  A general and/or specific written categorization of duties and responsibilities of

a job within e ach de partm ent appr oved by the  City Mana ger and  subjec t to chang e from  time to

time at the discretion of the City Manager.

   (g) Job-Sharing.  Means a unique employment classification reserved for individuals who together

share what was once a full-time, permanent position and which may one day return to such

status.  This arrangement is possible upon request which, with approval of the department head

and City Manager if in their mutual judgment City services would either be enhanced, or at least

not disadvantaged thereby.  Such job sharing status may be eliminated at the discretion of the

City Manager, including the necessary transfers or layoffs.  Whichever employee has the greatest

seniority in the p osition will be of fered fu ll-time statu s assu ming  the position  continue s to exist.

   (h) Part-Time Employee.  A perso n em ployed by the  City who ha s a work  week  of less tha n twenty

(20) hours.

   (i) Pecuniary Interests .  Mea ns or  refe rs to h aving  any inte rest in  ma tters  involv ing m oney,

contracts, or other things of value.

   (j) Permanent Employee.  Means a regular employee or an employee who has a work week of

twenty (20) but less than forty (40) hours and who has completed a probationary period.

   (k) Position Classification.  Mean s the arra ngem ent of like p ositions, job s, or work  functions  into

major occupational groups, having minimum and maximum  pay ranges.

   (l) Probationary Employee.  Means a person serving in a probationary period.

   (m) Probationary Period.  Means a specified period of time which a person entering upon the

employment of the City must complete before attaining permanent employee status.

   (n) Regular Employee.  Mea ns a p erso n who has  com pleted the  prob ationary pe riod a nd is

employed by the City in a full-time classified job or position or in a full-time job or position

designated as unclassified in Section 2-724.

   (o) Regular Probationary Employee.  Means a person s erving in the probationary period before

attaining regular employee status.

   (p) Seasonal.  Means fewer than one  hundred (100) work ing days in any calendar year.

 

  (q) Temporary Employee.  Means a person employed by the City on a temporary basis to work in a

short-term job or position.

   (r) Temporary Reclassification.  Mean s a tem porary do wngrad ing of a fulltim e position to  a part-

time or p erm anent po sition upon  discretion  of the dep artme nt head a nd City Ma nager if the  City

stan ds to  gain d irectly th ereb y.

   (s) Unclassified Employees.  A person who is paid a salary for work performed in a position or job

listed in the classification plan.

   (t) Absen t W ithout Pay.  An  emp loyee who  is neither ac tually at work , nor in paid lea ve status .   

Sec. 2-704.  PERSONNEL BOARD.
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Composition.  The personnel board shall be the City Council of the City of Montpelier or an

imp artial b oard  havin g at lea st five  (5) m em bers , appointed by the City C ouncil.

Sec. 2-705.  GENERAL  PROVISIONS.

   (a) Purpose.  It is the purpose of the personnel plan that through the equitable administration of the

program, just consideration shall be given the rights and interests of City employees consistent

with the best interests of the City of Montpelier.

   (b) Contents of Personnel Plan.  Included  in this perso nnel plan a re provisio ns dea ling with

employment, employee selection, in-service training, promotions, disciplinary action, appeal

procedures, grievances, departmental transfers, layoffs and recall, vacations, leaves of absence,

sick leave, paid holidays, termination of employment, employee organizations, public conduct of

employees, employee development, fringe benefits, job classification, job descriptions, pay plan,

and  othe r mis cellan eous item s rela tive to  the adm inistra tion o f personnel.

   (c) Permanent and Probationary Employees Who Have a Work Week of Tw enty (20) Hours

But Les s Than  Forty (40) H ours .  Emp loyees un der this ca tegory wh o have a  work w eek twe nty

(20) hours but less than forty (40) hours shall receive holiday pay, sick leave, vacation days and

leaves of absence with pay on a prorated basis measured by the ratio that the average number of

hours in their work week bea rs to a forty (40) hour work week.  Full health insurance benefits are

available only as allowed by a City insurance carrier.

   (d) Excluded Employees.  Individ uals  who  have  been  em ployed  on a s easona l or on -call b asis  shall

be exc luded fro m co verage  of the per sonne l plan and s hall not be e ntitled to any righ ts or ben efits

contained in the Personnel Plan, except to the extent required by applicable law.  Provided,

however, that such employees shall have the right to present grievances, except grievances

relating to dis cipline or disc harge, in a ccorda nce with S ection 2-7 20 and  shall have  the right to

report instances of sexual harassment to the department head or the City Manager in accordance

with Section 2-725.  Temporary employees may be granted some or all benefits at the discretion

of the City Manager if it is in the best interest of the City to do so within the limits of the annual

budge t or City Cou ncil am ended  budge t.

   (e) Budget Limitations.  Except when specific actions are taken , during the course of the fiscal year,

in accordance with the provisions of this Personnel Plan, salaries and wages for all positions

irrespective of classification, shall be in accordance with the amounts appropriated in the budget

for the fiscal year.

   (f) Job Sharing.  Employees under this category shall divide all benefits previously permitted to the

regu lar em ployee , who  is now  authorized  to conver t to job  shar ing as  stipu lated  elsew here  in this

plan, on a prorated basis me asured by the ratio that the average numbe r of hours in their work

week bears to a forty (40) hour work week, as the two newly-created job sharing employees

mutu ally request.

   (g) Temporary Reclassification.  An employee may request a temporary reclassification from

regular full-time status to part-time or permanent classification.  The granting and duration of

temporary reclassification will be approved and determined by the City Manager upon

recomm endation of the appropriate departme nt head.  The duration of the temp orary

reclassification shall be no more than six months, at which time it shall be reviewed and may be

 extend ed.  Any reg ular em ployee gra nted a tem porary rec lassification  shall, upon  return to

regu lar full- time  statu s, be  entitle d to a ll bene fits av ailable  to reg ular e mp loyees  and s hall re tain

his/h er level of s enior ity.

Sec. 2-706.  EMPLOYMENT PRO VISIONS.
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   (a) Procedure for Employment.  Procedures for employment with the City of Montpelier shall be

determined by the City Manager and may include, but are not limited to, any of the following: job

advertisement, including media advertisements, employment agencies, written examinations, oral

examinations, physical examinations, psychological examinations and polygraph tests.

   (b) Applications for Employment.  Applicants for employment with the City of Montpelier shall file a

written app lication with the  departm ent in which  they are intere sted or w ith the office  of the City

Manager on forms provided for this purpose.

   (c) Vacancies.  W hen a va cancy oc curs in an y departm ent, the de partm ent head  shall notify the C ity

Man ager of the vac ancy by writte n m em oran dum  briefly e xpla ining the na ture o f the v acancy.

   (d) Scope of Examination.  The type and scope of written and oral examinations shall be selected

by the City Manager or, in cases the City Manager deems appropriate, selected by the department

head and approved by the City Manager based upon the characteristics of the job opening and

shall be practical in nature.  The examinations may be given by the City Manager or by a person,

persons or agenc y designated by the City Manager.

   (e) Special Requirements For Employment.

   (1) General Age Limitation.  Eighteen (18) years of age shall be the minimum age allowed

for permanent employment with the City of Montpelier.  Sixteen (16) years of age shall be

the m inimum  age allow ed for se asona l emplo ymen t.

   (2) Physical Examination Required.  Any person considered for permanent employment

with the City of Montpelier may, prior to the commencement of employment, be required

to undergo a physical examination from a City designated physician at the expense of the

City of Montpelier.  All such medical records will remain the property of the City of

Montpelier.  The results of the physical examination will be furnished to the applicant upon

written req uest.

   (f) Probationary Period.  Any person entering upon employment with the City of Montpelier shall be

employed on a probationary basis which shall be a minimum of six (6) months to a maximum of

twelve (12) months.  The determination of the length of the probationary period after the initial (6)

months minimum, shall be made by the department head or by the City Manager in cases

deemed appropriate by the City Manager.  The employee shall be notified in writing of the

term ination or e xten sion  of the  prob ationary pe riod.  If  said d eterm ination is m ade  by a

department head, the department head shall notify the City Manager in writing of the termination

or ex tens ion of  the p roba tiona ry perio d.  Th e em ployee  shall r em ain up on pr oba tiona ry statu s unt il

such time as the employee has been notified in writing of the termination, successful or

unsuc cessf ul, of the pro bationary p eriod.  Pro bationary s tatus em ployees s hall be paid  at the rate

of pay established for that position.  Any employee may be discharged from employment during

the employee's probationary period by the department head or the City Manager without the

benefit of notice or hearing as provided in Section 2-719 or any other section of this Personnel

PIan.

   (g) Discrimination.  The  City sh all not  discr imin ate agains t any emp loyee in  a m anner wh ich would

violate  any ap plicab le laws  beca use  of rac e, relig ion, c reed , ma rital sta tus, c olor, a ncestry,

national origin, age, sex, place of birth, political affiliation or handicap.

   (h) Equal Op portunity .  The C ity of Montpe lier is an equ al opportu nity emp loyer in acco rdance  with

the federal and state statutes pertaining to civil rights.

   (i) Residency Requirement.  All employees of the City of Montpelier holding unclassified positions

are requ ired as a c ondition of  their continu ed em ployme nt with the C ity to reside within th e City

limits of M ontpelier.  An y emplo yee appo inted to one  of these  positions w ill move into  the City
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within six (6) months of the employee's appointment.  City employees holding unclassified

positions and residing outside the City limits on the date of adoption of this amended Personnel

Plan, shall be exempt from the foregoing, with respect to the employee's present position.  The

City Council may make reasonable individual exemptions due to hardship conditions.

   (j) Emp loyee P erson nel File .  The C ity shall keep  a centra l personn el file for each  emp loyee. 

Supervisors may keep working files.

W ith the exc eption of m aterial that is co nfidential or p rivileged un der law, info rma tion provide d to

the City with the specific request that it remain confidential, and pre-employment information, an

employee, upon appropriate request, may inspect the employee's own personnel file during

working hours.

Sec. 2-707.  EMPLOYEE DEVELOPMENT.

   (a) In-service Training.  The  em ployee s of th e City o f Mo ntpe lier sh all be e ntitled  to pa rticipa te in

any in-serv ice training p rogram  develop ed or sp onsore d by the City or o ther pub lic agenc y to

further their proficiency in their respective jobs or positions.

   (b) Training Fostered and Promoted.  The City Manager in cooperation with department heads

shall strive to foster- and promote in-service training programs for municipal employees for the

purpose of equipping employees to better perform their jobs which will result in improved

efficiency and quality of service to the City, and assist the employees to equip themselves for

advancement in their respective jobs and positions.

   (c) Program Development.  In-se rvice  trainin g pro gram s shall be d evelo ped  by the  City M anager in

coope ration with de partm ent head s and o ther age ncies an d shall be a llowed in ac cordan ce with

the provis ions of the  annua l budget.

   (d) Records.  A record of each in-service training program, school, or conference attended and

satisfac torily comp leted by an e mplo yee, shall be  kept as  part of the  emp loyee's pers onnel rec ord. 

Such accomplishments by employees shall be given consideration in departmental promotions

and merit pay increases.

Sec. 2-708.  EMPLOYMENT O RGANIZATIONS.

The  em ployee s of th e City o f Mo ntpe lier wh o are  mu nicipa l em ployee s as  that te rm  is def ined in

the Municipal Labor Relations Act, 21 V.S.A. Chap ter 22, are subject to said act and shall have

the rights set forth therein.

Sec. 2-709.  EMPLOYEE CONDUCT.

   (a) Outside Employment.  It is difficult for any person to properly and efficiently serve more than one

full-time employer.  Therefore if, in the opinion of the City Manager, secondary employment

interferes  with an em ployee's pe rform ance o f duties, the  City Mana ger sha ll give written notic e to

the employee of possible disciplinary action including, but not limited to, termination of

employme nt with the City of Montpelier.

   (b) Pecuniary Interests .  No employee of the City shall have any financial interest in or profit from

any contract, service, purchase, sale, or work performed by the City, nor shall any employee

solicit, receive, or agree to receive any compensation, gift, reward, or gratuity from any source

except the City of Montpelier for any matter or proceeding connected with or related to the duties

of such employee unless otherwise provided for by law.
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   (c) Duties and Responsibilities.  Ever y em ployee  shall f ulfill to th e bes t of the  em ployee s abilit y all

duties and responsibilities of the employee's position.  Each employee shall, during working hours,

be su bjec t to su ch other la ws, ru les an d reg ulations that pe rtain th ereto , and  the emp loyee s hall

devote full time, attention and efforts to the employees office and employment.  The employee

shall not use the employee's position to secure special privileges or exemptions for individual

personal gain or benefit to others.  The employee shall not use City property or equipment for the

emp loyee's private  use or fo r use oth er than tha t which se rves the p ublic interes t.

   (d) Confidential Information.  An employee shall not disclose confidential information gained by

reason of the employee's official position except as authorized or required by law, nor shall the

emp loyee other wise us e such  inform ation for the  emp loyee's pers onal gain o r benefit.

   (e) Political Office.  No-em ployee  of the  City sh all, wh ile in the  em ploy of  the C ity, see k or a ctively

campaign for any political office in the City of Montpelier, except the Board of School

Comm issioners, nor shall such employee command or solicit from any employee director or

indirect pa rticipation in an y political activity or con tributions fo r any political par ty or activity. 

How ever , this ru le is no t to be  cons trued  as re strict ing the righ ts of th e em ployee s to exerc ise their

voting  franchise or fr om  beco min g or c ontinuing t o be m em bers  of an y political par ty.

Sec. 2-710.  WORK WEEK AND OVERT IME.

   (a) Work Week .  The basic work week for employees in full-time classified jobs or positions shall be

forty (40) hours, beginning on Tuesday and ending the following Monday, to coincide with the

Payroll sch edule.  T he bas ic work w eek fo r all other em ployees s hall be set b y the City Man ager. 

The first day of an employee’s work week during the pay period shall not be changed or altered for

the purp ose of a voiding the  payme nt of overtim e. 

   (b) Overtime.  All hourly em ployee s shall rec eive tim e and  one- half th eir ba sic ho urly rate for  work  in

excess of the forty (40) hour work week as defined above in Sec. 2-703 (c) & (d) and Sec. 2-710

(a).  Hourly regular employees may elect to take compensatory time in lieu of overtime pay at the

rate of one and one-half hours for each hour worked in excess of the forty (40) hour work week

upon app rova l of the  depa rtm ent head .  All sa laried  em ployee s shall not  be en titled to  over time

pay but may, upon the approval of the immediate supervisor and the City Manager, take

compensatory time off according to the employee's work schedule.  Employees may not

accum ulate m ore than  forty (40) ho urs com pensa tory time w ithout prior ap proval of th e City

Manager.  Accumulated compensatory time of salaried employees shall not represent an

encum brance upon the C ity of Montpelier.

Sec. 2-711.  PROMOTIONS.

   (a) Basis for Promotion.  Promotions to fill vacancies in positions of greater responsibility shall be

based on  the emp loyee' s abilit y and q ualific ations, past wo rk pe rform ance, seniority,

achievements in training programs, and employee initiative.

   (b) Manager to be Notified of Vacancy.  The department head of each department shall notify the

City Manager by written memorandum of any vacancy existing or soon to exist within that

departm ent.

   (c) Notice of Vacancy.  When a vacancy exists in a position of greater responsibility within any

department, the employees of the respective departments' shall be apprised of the vacancy by the

department head or City Manager by written notice posted in a conspicuous place with the

department.  Other City employees shall be apprised of the vacancy by written notice posted in a

conspicuous plac e in C ity Hall.



CITY OF MONTPELIER   PERSONNEL PLAN                       Page 7

   (d) Examination May Be Required.  The de partm ent head , subjec t to the app roval of the  City

Mana ger, sha ll determ ine wheth er an ex amin ation is requ ired to fill a vaca ncy in any de partm ent. 

In the event examinations are required to select candidates for promotion, the examination

mate rial and ex amin er shall be  selected  by the dep artme nt head a nd app roved b y the City

Manager.  Such examinations may be either in writing or oral, or both, and upon such matters as

will fairly test the knowledge of the applicant for the requirements of the position to be held.  The

department head, upon prior written approval of the City Manager, may require psychological

exam inations or  polygraph  exam inations, or b oth.  In cas es dee med  to be app ropriate by the  City

Man ager, the C ity Man ager sha ll dete rm ine the req uirem ent, typ e and  scope of  exam inations to  fill

a vacan cy in any dep artme nt.

   (e) Notice of Examination.  A notice of scheduled examination to fill vacancies in positions of

grea ter re sponsib ility sha ll be giv en by the C ity Man ager or de partm ent head  statin g the  date , time

and place of examination.  Such notice shall be posted in a conspicuous place within the

respective department.  Other City employees shall be apprised of the vacancy by written notice

pos ted in  a con spicuous plac e in C ity Hall.

   (f) Preference for Promotion.  Insofar a s practica l and con sistent with th e best inte rests of th e City

of M ontp elier, p refe renc e for  prom otion  within  any de partm ent m ay be g iven to  em ployee s with in

that department excepting the position of department head or director which shall be open

generally to qualified applicants.

   (g) Promotional Probationary Period.  Any emp loyee s elec ted fo r prom otional adv ancem ent w ithin

classified positions shall serve a promotional probationary period of no less than six (6) months

nor more than twelve (12) months.  The length of such promotional probationary period shall be

specified in writing by the department head or by the City Manager in cases deemed to be

appropriate by the City Manager.  The employee shall be notified in writing of the termination,

successful or unsuccessful, of the probationary period.  The employee shall remain on probation

until notified in writing of the termination of the probationary period.  Upon promotion, the

employee shall be reclassified in the new position and assume the duties and compensation of

that position.  In the event the employee should not successfully comp lete the 'probationary

period, that employee may, at the discretion of the City Manager, revert back to the last

permanent classified position at the employee's pay step in that position at the time of the

employee's selection for promotion.

Sec. 2-712.  VACATIONS.

   (a) Entitlement.  Effe ctive J anuary 1, 1 985 , each per ma nen t em ployee  shall a ccru e vac ation  days

with pay as follows:

   1. A new employee shall not accumulate nor use vacation days during the employee's first

six m onths' em ployme nt.

   2. An employee shall be credited with six vacation days upon completion of the employees

first six m onths o f continuo us em ployme nt.

   3. An employee with more than six months but fewer than seven years of continuous

employment shall accrue vacation days at the rate of one day per completed calendar

month of employment.  Total accumulation may not exceed thirty (30) days.

   4. An employee with seven or more years, but fewer than fourteen years of continuous

employment, shall accrue vacation days at the rate of one and one-half days, per

completed calenda r month of em ployment.  Total accum ulation may not exceed thirty-five

(35) days.
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   5. An employee with fourteen or more years of continuous employment shall accrue

vacation days at the rate of two days per calendar month of employment.  Total

accumulation may not exceed forty (40) days.

   6. Re-em ploym ent.  E xcept in the instance of la y-off, a n em ployee  rehire d by the City s hall

not receive credit for prior City employment in establishing the employee's rate of vacation

day accr ual.  An em ployee re-e mplo yed after lay-of f shall rece ive credit for  prior City

employment in establishing the employee's rate of vacation day accrual but shall not

acc rue vaca tion days fo r the p eriod  durin g wh ich the em ployee  was  not on the  payro ll.

   7. Abs ent w ithou t pay.  A n em ployee  who  is  absent without pay for six or more days during

any month shall not accrue vacation days for that month.  This does not apply to the

employee whose absence is covered  under Family Medical Leave, Workman’s Comp, or

Short-ter m D isability. 

   8. Adverse Weather Conditions.  An employee who is not able to report to work or on

requ est leaves  work  early d ue to  storm  cond itions  or im passab le roa ds shall ha ve this

absence cha rged  first to  accum ulated com pensato ry time, if the  em ployee  so ele cts, o r if

the employee does not elect to use compensatory time or has no accumulated

compensatory time, then the absence shall be charged to vacation time.

   (b) Working Vacation Disallowed.  Vacations with pay are intended as a period of rest and

relaxation , and no e mplo yee shall be  allowed to w ork for th e City during  the em ployees va cation to

rece ive ex tra pa y.

   (c) Vacation Scheduling.  Vacation scheduling is the exclusive prerogative of the department heads

for their su bordina tes.  Leav e mu st be req uested  in advanc e by the em ployee and  is subjec t to

approval by the department head.  Vacation days shall not be advanced for use prior to their being

earned.

   (d) Vacation Pay Upon Termination.  Upon separation from  the employ of the City of Montpelier,

the employee shall be entitled to pay for any accrued vacation time which remains unused.

   (e) Vacation Pay in C ase of Death .  If an employee dies when in the employ of the City of

Montpelier, the employees vacation time, earned wages, and any other fringe benefits due the

employee in effect at that time, shall be paid as follows:

   1. To a b eneficiary w hose n ame  has be en filed by the  emp loyee with the  office of th e City

Treasurer.

   2. If no beneficiary is named, then to the surviving spouse.

   3. If no ben eficiary is des ignated, n or the em ployee su rvived by a s pouse , then to the  estate

of the deceased employee.

   (f) Total Accumulation.  Em ployee s m ay acc rue vaca tion days in e xcess o f the lim its se t forth  in

Section 2-712(a) upon written perm ission of the City Manager.

   (g) Vacation Day.  A vacation day shall not exceed eight (8) hours.

Sec. 2-713.  PAID HOLIDAYS.
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   (a) Official Legal Holidays .  The official paid legal holidays of the City of Montpelier are hereby

established as follows:

New Year's Day January 1

Martin Luther King Day 3rd Monday in January

President's Day 3rd Monday in February

Memorial Day Last Monday in May

Independence Day July 4

Labor Day 1st Monday in September

Colu mb us D ay2 2nd Monday in October

Veterans Day November 11

Thanksgiving Day 4th Thursday in November

Christmas Day December 25

   (b) Entitlement.  Each permanent and probationary employee of the City of Montpelier shall be

entitle d to re ceive  holida y pay, up to a  ma xim um  of eig ht (8)  hour s, for  each  offic ial lega l holida y,

as herein established, computed on the regular base pay rate of the employee.

   (c) Working a Holiday. 

In the event that the City Manager or a Department Head requires an employee to work on any of

the scheduled  holida ys, the  em ployee  shall b e paid  their h oliday p ay plus  time  and o ne-h alf fo r all

hou rs wo rked ; or the  em ployee  ma y elect  to be  paid th eir ho liday pa y plus b e cre dited  com ptim e

at the rate of one and one-half hours for each hour worked.

   (d) If Holiday Falls During Vacation Period.  If an employee takes the employee's earned vacation

during a period which includes an official legal holiday, the employee shall not be charged a

vaca tion day for  that h oliday.

   (e) If a Holiday Falls on a Weekend.  If any holiday falls on a Sunday, the following  Monday shall be

considered the holiday.  If a holiday falls on a Saturday, the preceding Friday shall be considered

the holiday.

   (f) Work Requirement.  In order to be eligible for holiday pay, the employee must work the last

regular work day prior to an official legal holiday and the first regular work day following an official

legal holiday unless the employee is on authorized paid leave of absence.

   (g) Optional Ho lidays.  Each permanent and probationary employee shall be entitled to receive pay

for two (2) optional holidays, up to a maximum of eight (8) hours each, during each calendar year

compu ted on the regular base pay rate of the em ployee.  The employee shall request and rec eive

prior approval from the department head for the date of the optional holiday.  In case of new

employees, each employee shall be entitled to one optional holiday for each four months of

employment during the employee's first calendar of employment.  Optional holidays shall be taken

as one full day in length.  Optional holidays shall not be carried into succeeding years.

   (h) Administration Leave.  Subject to the operating needs of any department, leave without loss of

pay shall be granted to permanent and probationary employees on the day after Thanksgiving

Day.  Such day shall not be considered a holiday under this article.  Employees who work on that

day w ill get up  to eigh t hou rs co mp ensatory tim e off .  Em ployee s who hav e tha t day as a re gular ly

scheduled day off, and do not work , shall receive up to eight hours compens atory time off.

Sec. 2-714.  SICK LEAVE.

   (a) Privilege, Not a Right.  The employees of the City of Montpelier are hereby advised that sick

leave is no t to be con sidered  a right of the  emp loyee, but is a p rivilege gran ted by the C ity.  

Abuse of the sick leave privilege may lead to its cancellation and discontinuance as part of the

Personnel Plan.
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   (b) Basis  for Sick  Leav e Cred it.  Each permanent and probationary employee may earn one (1)

working  day per full m onth of e mplo ymen t to use as  sick leav e.  Earne d sick lea ve shall be  with

pay computed at the regular base pay rate of the employee.

   (c) Sick Leave to Acc umulate .  Each p erm anent an d proba tionary em ployee m ay accum ulate

earned sick leave on the basis of one (1) working day per full month of employment.  An

employee who is absent without pay for six or more days during any month shall not accrue sick

days for that month.  This does not apply to the employee whose absence is covered  under

Fam ily Med ical Le ave, W orkm an’s  Com p, or S hort- term  Disa bility  

   (d) Unused Sick Leave.  Unused sick leave may accumulate from year to year.

   (e) Sick Leave Accumulation Incentives.  Each fiscal year, commencing July 1, 1989, an employee

who experiences no loss of work days as defined below due to illness, disability or for any reason

cha rgea ble to  sick  leave , sha ll be grante d to bonus paya ble on  the second re gular  payda y of Ju ly,

commencing July, 1990, as follows: Less than 8 hours ($200); Less than 16 hours ($100); Less

than 24 hours ($50).

Fifty percent (50%) of the employees accumulated sick leave balance shall be counted toward the

employees years of credited service for retirement purposes, if employee is vested upon

separation in good standing.

   (f) Requirements and Conditions.  

   1. The granting of sick leave with pay shall be allowed in cases of actual sickness,

hospitalization or disability of the employee.  A physician's certificate may be required

from  the emp loyee to ent itle the  em ployee  to pay.

   2. The employee may use up to five (5) of his/her sick days per year for an illness of the

emp loyee’s child, s tepchild, or w ard who  lives with the e mplo yee, foster c hild, parent,

spouse, or parent of the employee’s spouse.

   (g) Notification.  In order to be eligible for paid sick leave, the employee shall notify the department

head at least twenty-four (24) hours prior to hospitalization or home confinement for medical

reason s upon  instruction s from  a physician .  In the even t that sickn ess, ho spitalization or d isability

occurs so as to prevent the employee from notifying the employee's department head in advance,

the employee shall cause notification to be sent to the department head within two (2) hours after

the time set for reporting for the employee's regular duties.

   (h) Termination of Employment.  Accrued earned sick leave shall not be payable to any employee

upon voluntary or involuntary separation from employm ent with the City of Montpelier.

   (i) Vacation Time as Sick Leave.  The employees of the City may elect to use vacation time as sick

leave upon approval of the department head or upon exhaustion of all accrued sick leave due the

employee.  Accrued sick leave shall not be used as vacation time.

   (j) Maternity Leave.  Deleted -- December 22, 1993.

   (k) Compensation for Sick Leave.  An em ployee o n sick  leave s hall be p aid at the  em ployee's

regular basic weekly wage for a period not to excee d the employee's total accum ulated sick leave

credits for any one illness or disability.  Each employee shall be eligible for disability income

insurance, beginning on the thirty-first (31st) day of disability.  Thereafter, for an additional period

of one hundred and eighty (180) days, short-term disability benefits shall be supplemented from

the emp loyee' s unu sed  sick  leave  cred its so  that th e em ployee  shall r ece ive the  em ployee 's basic

week ly wage.   The D epartm ent He ad sh all rece ive a co py of the  em ployee's  attend ing phys ician's
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statement of continuing disability every thirty (30) days or request that one be obtained.  The

Department Head shall also advise the City Manager on the status of the disability and expected

date  of rec over y.

   (l) A working day or a day as used in this section shall not exceed eight (8) hours.

Sec. 2-714A.  FAMILY LEAVE AND PARENTAL LEAVE.

   (1) "Family Leave" means a leave of absence from employment for one of the following reasons:

   (A) The serious illness of the employee.

   (B) The serious illness of the employee's child, stepchild, or ward who lives with the

employee, foster child, parent, spouse or parent of the employee's spouse.

"Parental Leave" means a leave of absence from employment for one of the following reasons:

   (A) The birth of the employee's child.

   (B) The initial placement of a child 16 years of age or younger with the employee for the

purpose of adoption.

"Serious Illness" mea ns an a ccident, d isease o r physical or m ental con dition that:

   (A) poses imminent danger of death;

   (B) requires inpatient care in a hospital; or

   (C) requires continuing in-home care under the direction of a physician.

   (2) LEAVE.

During any consecutive 12-m onth period, an employee shall be entitled to take unpaid leave for a

period not to exceed 12 weeks.

   (1) for parental leave, during the employee's pregnancy and following the birth of an

employee's child or within a year following the initial placement of a child 16 years of age

or younger with the employee for the purpose of adoption.

   (2) for fa mily le ave, f or the  serio us illne ss o f the e mp loyee o r the e mp loyee' s ch ild, ste pch ild

or ward of the employee who lives with the employee, foster child, parent, spouse or

parent of the employee's spouse.

   (3) during the  leave, the e mplo yee ma y use acc rued sic k leave o r vacation  leave, not to

exceed twelve weeks, consistent with the existing policy.  The utilization of accrued

vacation leave shall not extend the leave provided herein.

The full text of the state law is available in the City Manager's Office or from Department Heads.

Sec. 2-715.  WORK RELATED INJURY LEAVE.

   (a) Requirement.  The City of Montpelier is covered by worker's compensation insurance for on-the-

job injuries, and all injuries, whether major or minor, shall be immediately reported to the

employee's supervisor or department head, who shall cause a report to be filed concerning the

specific injury.  Failure to report an injury may result in loss of leave and compensation.

   (b) Entitlement.  Each permanent employee shall be entitled to injury leave chargeable to sick leave,

which shall mean leave allowed an employee due to disabling accident or injury rendering the



CITY OF MONTPELIER   PERSONNEL PLAN                       Page 12

employee unable to work which has resulted during the regular course of the employee's work for

the C ity.

   (c) Ineligibility.  Any employee who is injured because of being engaged in other than authorized

City work shall not be eligible for paid injury leave.

   (d) Compensation for Injury Leave.  In the event of an accident or other injury to an employee

necess itating  injury le ave, the am oun t of co mp ensation  to be  paid th e em ployee  by the  City sh all

be the em ployee's ba se or we ekly salary, less  the am ount of w orker's  com pensa tion bene fits

rece ived, s o tha t the e mp loyee s hall re ceive  the emp loyee' s bas ic weekly w age .  This

compensation shall continue for a period not to exceed ninety (90) calendar days.

Sec. 2-716.  LEAVES OF ABSENCE WITH PAY.

   (a) Professional Purposes.  A leave of absence with pay may be granted by the City Manager in the

City Manager's sole discretion to any permanent employee to permit the employee to attend in-

service training schools, professional meetings, professional conferences or conventions, or for

any other ju stifiable reas on con sidered  in the bes t interests o f the City of M ontpelier by th e City

Manager.

   (b) Bereavement Leave.  Each permanent and probationary employee may be entitled to a

maximum  of three (3) days emergency leave of absence with pay because of death in the

immediate family of the employee.  Such emergency leave may be granted by the department

head  upon  appro val of the City M anag er.  Th e imm ediate  fam ily shall m ean th e em ployee's

spouse, and the parents, brothers, sisters, children, grandparents and grandchildren to the

employee or the employee's spouse.

   (c) Incidental Leaves.  Leaves o f abs ence with  pay wh ich ar e of o ne (1 ) working  day or  less in

duration may be granted at the discretion of the department head to any permanent employee   

for dental appointments, appointments for physical examination, transportation of a sick member

of the immediate family to or from a hospital or doctor's office, to perform voting privileges, or for

any other justifiable reason, but shall not exceed three (3) working days per year.

   (d) Military Reserve C ompo nents .  Any permanent em ployee who is a mem ber of any Military

Res erve  Com ponent o f the A rmed Force s of th e Un ited S tates , suc h as t he N ational Gu ard, s hall

be entitled to a leave of absence with pay to attend the activities of such Military Reserve

Com ponent fo r a pe riod o f time not  to exceed fifte en (1 5) da ys in an y one c alend ar yea r.  Th is

provision shall exclude weekend duty with Reserve Components.

   (e) Absence for Jury D uty.  Leave of absence with pay shall be granted to a permanent employee

for th e per form ance of ju ry duty o r while  in attendance  as a w itnes s pur suant to a  sum mo ns du ly

issued an d ser ved in  any pr oceeding , civil or  crim inal, in a ny cou rt of com pete nt juris dictio n with in

or without the state, or in any other proceeding before a board, commission, attorney or other

person or tribunal in the State authorized by law to hear testimony under oath.  In order to receive

pay for such leave of absence, the em ployee, upon the employee's receipt of payme nt of jury

service or witness fee, shall remit to the Treasurer's Office such compensation received, minus

travel expenses paid.

   (f) Adoption Leave.  Deleted -- December 22, 1993.

   (g) Working day or da y as us ed in th is sec tion shall no t exc eed  an eig ht (8)  hour  day.

Sec. 2-717.  LEAVE OF ABSENCE WITHOUT PAY.
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   (a) Entitlement.  Each permanent employee of the City of Montpelier shall be entitled to leave of

absence without pay from the employee's regular employment for justifiable cause upon

recomm endation of the departmen t head and approval of the City Manager.

   (b) Max imum  Leav e Allow able .  The maximum leave of absence without pay which may be granted

to any employee from the em ployee's regular duties at any one time shall not exceed one year.

   (c) Request for Leave.  Req ues ts for  extended leav es of  abse nce  witho ut pay mu st be  ma de in

writing to the department head, stating the purpose and length of leave time desired, at least

fourteen (14) days prior to the commencement of such leave.

   (d) Restoration of Employment.  Any regular employee granted a leave of absence without pay

sha ll be en titled to  resto ration  to du ty at the  sam e clas sifica tion and at  the pay rate  currently in

effect.  The employee shall notify the employee's respective department head in writing of the

employee's intention to return to work at least fourteen (14) days in advance of the day the

employee intends to commence work.

   (e) Not to be Used as Vacation Time.  Leaves of absence without pay shall not be approved for use

as an extension of vacation time, but shall only be approved for justifiable reasons requiring the

extended absence of the employee from the employee's regular duties.

   (f) Suspension of Sick Leave.  Earned sick leave of one (1) working day per full month of

employment shall not accrue to any employee who is on leave of absence without pay for six (6)

or more days during any month.

   (g) Military Leave.  Military leave and veteran's re-employment rights shall be granted in accordance

with applicable law.

Sec. 2-718.  UNAUTHORIZED ABSENCE FROM DUTY.

   (a) Considered Termination of Employment.  Any unauthorized absence from duty for a period of

three (3) consecutive working days shall be considered as a resignation and termination of

employment without notice.

   (b) Working Day as used in this section shall mean the work day which the employee is normally and

regularly scheduled to work.

Sec. 2-719.  DISCIPLINARY ACTION AND APPEAL PROCEDURE.

   (a) Demotion or Dismissal.  A department head or City Manager or both may take disciplinary action

against any permanent employee for justifiable cause which may result in demotion, suspension

from duty without pay for a maximum of thirty (30) days, or dismissal from employment with the

City of Montpelier.

   (b) Cause for Disciplinary Action.  The following listed actions are some of the causes that may be

considered for disciplinary action by the department head or City Manager or both:

   (1) Acts of insubordination toward any supervisory officer, department head or municipal

officer.

   (2) W illful dis rega rd or d isobeying o f a su perv isory o r neg lect o f duty o r inco mp eten cy.

   (3) Use of alcoholic beverages while on duty or reporting for duty in an intoxicated condition.
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   (4) Flagrant disregard for and violation of the City ordinances, State laws or Federal laws; or

conviction of a felonious crime.

   (5) W illful m isuse, the ft, m isapprop riation , des truct ion or  conv ersio n of C ity prop erty to

personal use or gain.

   (6) Neglect of duty, unauthorized absence from work, or frequent tardiness.

   (7) Accepting cash, gifts or other valuable items for performing special favors through any

municipal service.

   (8) Uncivil or discourteous attitude or the use of indecent, abusive, lewd or slanderous

language toward the public or fellow employees.

   (9) Violation of Department Rules, Regulations, Policies or Procedures.

   (10) Sexua l harass men t.

   (c) Notice of Disciplinary Action.  Any employee who is to be disciplined shall be notified in writing

of the disciplinary action to be taken and the reason for such action.  Whenever appropriate,

disc ipline w ill be ap plied w ith a vie w tow ard u niformity a nd co nsis tenc y.

   (d) City Manager to be Notified.  Whenever a department head disciplines an employee of the

department, the departm ent head shall, within seventy-two (72) hours after taking disciplinary

action, notify the City Manager in writing, stating the specific nature of the infraction and the

disciplinary action taken.

   (e) Right to Appeal Expressly Granted.  Permanent employees of the City of Montpelier upon

whom  disciplinary ac tion has b een tak en or is to b e taken  by the dep artme nt head o r City

Manager or both, are hereby expressly granted the right to appeal such disciplinary action.  Any

such employee may request a hearing, either public or private, before the Personnel Board.  Such

request for hearing shall be submitted in writing to the department head five (5) working days after

receipt of notice of disciplinary action as provided in (c) above.

   (f) City Manager to be Notified.  If a hearing is requested by any permanent employee upon whom

disciplinary action has been or is to be taken, the department head shall immediately notify the

City Manager of the request for hearing before the personnel board.

   (g) City Manager to Call Meeting.  The City Manager shall, within seven (7) working days of the

receipt of a request for hearing by any permanent employee, call a meeting of the personnel

board to hear the case.  The City Manager shall set a date, time and place for such hearing and

notify the employee requesting the hearing

   (h) Personnel Board Action.  Any permanent employee whose case is to be heard by the Personnel

Boa rd ha s the  right to  be re pres ente d by co unsel and  to pre sen t befo re the  Boa rd an y ma terial,

witnesses, or evidence helpful to the employees case.  However, the disciplining authority also

has similar rights.  Any employee who successfully appeals from a demotion, suspension without

pay or dismissal from employment shall be unconditionally and immediately reinstated to the

employee's regular job or position without loss of pay, seniority, or benefits.  The decision of the

Pers onnel Board s hall be  final.

   (i) Working  Days .  Working days when used in this section shall mean Monday through Friday

inclusive, excluding Saturdays and Sundays and days on which City Hall is closed.

Sec. 2-720.  GRIEVANCE AND PROCEDURE FOR CORRECTION.



CITY OF MONTPELIER   PERSONNEL PLAN                       Page 15

   (a) Procedure in Grievances.  In the matter of grievances affecting the employee's work or

conditions of employment, any permanent or probationary employee shall have the right to make

the employee's grievances k nown to the property authority in the following mann er:

   (1) W ithin fo rty-eig ht (48 ) hou rs of  the occu rrence of  the g rieva nce , the e mp loyee s hall

submit the grievance in writing to the employee's imm ediate supervisor.

   (2) The immediate supervisor of the aggrieved employee shall, within forty-eight (48) hours of

receipt of the grievance, discuss the grievance with the em ployee and attempt to satisfy

and correct the grievance according to the supervisor's discretion and findings.  The

supervisor shall, within three (3) working days of receipt of the grievance, submit the

supervisor's answer in writing to the aggrieved employee.  If no solution to the grievance

can be reached, the grievance shall be submitted to the department head in writing, and

to the City Manager by the department head.

   (3) The City Manager shall, within five (5) working days of receipt of the answer from the

department head, arrange a meeting with the department head, supervisor and the

aggrieved employee to hear the grievance.  The City Manager shall, within ten (10)

working days after the meeting, submit the Manager's answer in writing to the aggrieved

employee and the department head.  The method and manner of conducting a hearing

relative to grievances shall be at the discretion of the City Manager.

   (4) If, following the answer of the City Manager, no satisfactory solution to the grievance has

been achieved, the employee may then request a hearing before the personnel board by

written notice delivered to the City Manager within five (5) working days after receipt of the

answer from the City Manager.  Within five (5) working days after receipt of the

employee's request for a personnel board hearing, the City Manager shall schedule a

me eting  of the  pers onnel boa rd.  T he m eeting of th e per sonnel bo ard s hall be  held w ithin

a reasonable time after the expiration of the said five (5) working day scheduling period.

   (5) The employee, while appearing before the personnel board, has the right to be

represented by counsel and to present any material, witnesses or evidence helpful to the

employees case.  However, the administration has similar rights.  The decision of the

pers onnel boa rd sh all be f inal.

   (6) Working days -- working days, when used in this section, shall mean Monday through

Friday inclusive, excluding Saturdays and Sundays and days on which City Hall is closed.

Sec. 2-721.  LAYOFF AND RECALL.

   (a) General Layo ff.  General departmental layoffs due to lack of work or lack of sufficient funds may

be ordered by the City Manager.

   (b) Notice of Layoff .  A notice of general layoff shall be given by posting such notice in a

conspicuous place within their respective departments at least fourteen (14) days prior to the

effective date.

   (c) Temp orary Layoffs .  Temporary layoffs may be ordered by the department heads for reasons of

job c om pletion, insuffic ient fu nds , incleme nt we athe r, lack  of job  ma terials , or oth er rea sonable

causes, subject to approval by the City Manager.

   (d) Orde r of Layo ffs and  Reca lls.  In the event of layoff, the order of sequence shall be as follows:

   (1) Temporary employees before part-time employees;
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   (2) Part-time employees before probationary employees;

   (3) Probationary employees before permanent employees;

   (4) Perm anent em ployees w ho have  a work  week  of mo re than tw enty (20) bu t less than  forty

(40) hours before regular employees.  Regular employees shall be laid off in accordance

with their se niority of em ployme nt.

The order of recall shall be in the reverse order of layoff.

   (e) Exceptions.  The City of Montpelier reserves the right to retain or recall key employees out of the

normal order of layoff and recall set forth in subsection (d) above.

Sec. 2-722.  RESIGNATION OR TERMINATION OF EMPLOYMENT.

   (a) Resignation or Termination of Employment in Good Standing.  To res ign or term inate

employme nt with the City in good standing, the em ployee shall give the employee's respective

department head oral notice followed by a written notice of the employee's intention to resign or

terminate employment at least fourteen (14) days prior to the effective date.

   (b) Short Notice.  Extenuating circumstances may occur in some cases necessitating shorter notice

which may be allowed for good cause shown subject to the recommendation of the department

head and approva l of the City Manager.

   (c) Re-employment.  Any employee with at least two (2) years original tenure who terminates

employment in good standing may be re-employed by the City provided that an opening exists in a

position of similar classification to the employees' original tenure within one (1) year of termination

without written and oral examination, subject to the recommendation of the department director

and approval of the City Manager.

Sec. 2-723.  FRINGE BENEFITS.

   (a) Retirement.

   (1) The C ity shall main tain a con tributory retirem ent prog ram  for its regu lar em ployees to

which each regular employee of this City shall become a participant upon attaining the

following requirements:

   (a) em ployee  mu st have co mp leted  one ( 1) ho ur of  cont inuou s se rvice  with th e City;

   (2) Mandatory Retirement.  It shall be mandatory for any employee of the City of Montpelier

to retire from active employment with the City upon attaining the age of seventy (70)

years , unless spec ifically e xem pted  by the  City Council.

   (3) Permissive Retirement.  In accordance with the Social Security Act and the City of

Montpelier retirement system, the employees of the City of Montpelier may elect to take

early retirem ent if the em ployee is within  ten (10) yea rs of their n orm al retirem ent date

and has completed fifteen (15) years of credited service.  The employee may apply to the

plan committee and be entitled to receive an early retirement benefit.  Benefits received

will be at reduced rates according to the plan in effect at that time.

   (b) Social Security .  The City shall maintain an agreement between itself and the State of Vermont

to provide old age and survivor benefits for its employees under the terms of the Federal Social

Secur ity Act.
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   (c) Worker's Compensation.  The City shall annually insure its employees under the Vermont

Worker's Compensation Act to protect its employees for onthe-job injuries.

   (d) Hospitalization and Medical Insurance.  The City shall maintain a program of hospitalization

and m edical insu rance fo r its regular, re gular pro bationary a nd perm anent em ployees.  T he cos ts

of premium payments for the hospitalization and medical insurance program shall be as

determined annually by the City Council in the budget process.

   (e) Disability Income Insurance.  The City shall maintain a program of disability income insurance

for its perm anent an d proba tionary em ployees.  T he City sha ll pay the prem iums  for the sh ort-

term disability insurance.

   (f) Life Insurance.  The City shall maintain a program of group life insurance for its regular, regular

probationary and permanent employees, the premiums to be paid by the City, which shall provide

each em ployee with $1,000 of life insurance for each $1,000 of base wa ges, or fraction thereof.

   (g) Merit Pay Plan.  The City shall maintain a merit pay plan for all permanent employees, other than

department heads, not included in any collective bargaining agreement.  Such plan shall become

effective January 1, 1989, and is payable after the employee's anniversary date.  Each employee

will be eligible for the Merit Pay except for those emp loyees who are absent from  work for mo re

than 180 days in any fiscal year.

Each department head will present the City Manager with a comprehensive outline of a Merit Pay

Plan .  Out lines s hall be  includ ed in e ach  budg et rep ort to t he C ity Man ager.  Eac h plan  shou ld

include, but is not limited to, a yearly performance appraisal, physical fitness measures, review of

absences, and an objective skill proficiency and/or level of training review.  The City Manager

shall approve each department's specific outline prior to implementation.  Should there be a non

approp riation of fun ds, this se ction will be wa ived, with the e xception  of the froze n longev ity

amount, if applicable.

Each employee who was once eligible for longevity pay will have their longevity pay remain at the

current level of payment.  This amount will be included in the amount of Merit Pay which shall be

established in the normal budgetary process.

   (h) Effective Date .  Any emp loyees  hired  after  July 1s t, 198 5, shall not  be elig ible fo r long evity pa y.

   (i) Employee's Credit Union.  The City shall entitle the employees of the City to join a credit union

to eff ect a  savin gs an d loan  prog ram  for the em ployee s.  Me mb ersh ip in the  cred it union is

option al.  Paym ent sh all be m ade int o the c redit un ion by pa yroll dedu ctions  from  the em ployee's

wages.

Sec. 2-724.  POSITION CLASSIFICATION.

   (a) Classification.  The following is a schedule of jobs and positions established by function for the

City of Montpelier.  In the event of a reassignment or reclassification of jobs or positions to a

highe r or low er cla ss, n o em ployee  shall r ece ive les s than the  em ployee s cu rren t wag e or s alary.

CLASS OR POSITION CLASS NUMBER

Function - Administrative, Clerical, Fiscal

Assistant City Clerk-Treasurer I 14

Assista nt City Clerk -Treas urer II 19

Administrative Assistant 14

Clerk-T ypist I  *

Clerk-T ypist II   *

Clerk-T ypist III  *



CITY OF MONTPELIER   PERSONNEL PLAN                       Page 18

Clerk-Typist 10

City Clerk-Treasurer Unclassified

City Assessor Unclassified
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CLASS OR POSITION CLASS NUMBER

City Hall Custodian 6

City Hall Foreman 11

Director of Finance (Com ptroller) Unclassified

Finance Record s Accountant/Data En try Clerk 12

Property Appraiser 16

Property Appraiser (Trainee) 14

Secretary-Stenographer I 12

Secre tary-Steno graphe r II 14

Executive Secretary to the City Manager 16

Program Assistant/Full Charge Bookkeeper 14

Computer System Operator/Finance Records Accountant 14

Data Entry Clerk 12

Function - Planning and Community Development

Building - Housing 16

Housing Specialist 16

Zoning, Housing and Grants Administrator 18

Comm unity Development Planner 16

Program Assistant/Bookkeeper 14

Planning and Development Director Unclassified

Planning and Development Assistant Director 18

Function - Pu blic Safety

Assistant Fire Chief  *

Fire Chief Unclassified

Fire Lieutenant  *

Fire Fighter Instructor  *

Fire Fighter  *

Police Chief Unclassified

Polic e Ca ptain 20

Supervisory Sergeant 19

Detective/Juvenile Officer  *

Police Patrol Officer  *

Police Clerk-Dispatcher  *

Meter Enforcement Officer  *

Function - Recreation

Recreation Director Unclassified

Administrative Secretary 12

Program Director 13

Maintenance Supervisor 11

Function - Public Works

Director of Public Works Unclassified

Superintendent of Public Works Unclassified

Administrative Assistant to the Public Works Director 19

Automotive Mechanic I  *

Autom otive Me chanic II  *
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CLASS OR POSITION CLASS NUMBER

Construction Inspector 16

Engineering Aide I 11

Engine ering Aide  II 14

Heavy Equipm ent Operator I  *

Heavy E quipm ent Op erator II  *

Laborer  *

Painter  *

Pollution Control - Chief Plant Operator 19

Pollution Control - Ass't. Chief Plant Operator 17

Pollution Control - Plant Operator 16

Pollution Control - Plant Operator, Apprentice or Assistant 11

Public Works Supervisor 19

Stock Records Clerk I  *

Stock  Reco rds Cler k II  *

Truck Driver  *

W ater &  Sew er M echanic  *

* Collective Bargaining Unit Position

   (b) Annual Adjustment of Salaries and Wages.  The City Council shall annually, during the

preliminary budget process and finalized in June of each year, determine the percentage of

adju stm ent to  be m ade  to the  salar y and w age  budg ets o f the v ariou s City D epartm ents  in

accordance with the recommendation of the City Manager, using as a guide the cost of living

information as determined and published by the Federal Bureau of Labor Statistics for the New

England Area.  Any adjustments in salaries and wages as budgeted shall be made effective the

first day of the fiscal year.

   (c) Periodic Salary and Wage Adjustment.  Perio dic sa lary or w age  adjustm ent in  any po sition  in

the classified service shall be made on the basis of merit determined through the process of

evaluation of job performance, attitude, initiative, knowledge, skill and experience.  Salary or wage

increases, when granted, shall be in increments of 5% computed upon the base salary or wage

for the position of the employee as classified.  Periodic salary or wage increases shall be granted

only up on the rec om me nda tion o f the d epa rtm ent d irecto r and  appr oval o f the C ity Man ager in

accordance with the following schedule:

   STEP 1: The  initial ap pointme nt for  entra nce  or pro bationary le vel fo r new  em ployee s shall

be at Step I in any classified position, unless an applicant has unusual abilities,

training and experience.  Employees at this level shall serve at least six (6)

months and not more than one (1) year prior to initial evaluation for advancement

to Step II.

   STEP  II: Employees at Step 11 in any classified position shall serve st least one (1) year

and not more than one (1) year and two (2) months prior to initial evaluation for

advancement to Step 111.

   STEP  III: Employees at Step III in any classified position shall serve at least two (2) years

and not more than two (2) years and two (2) months prior to initial evaluation for

advancement to Step IV.  Upon the recommendation of the department director

and approval of the City Manager, an employee who demonstrates unusual

ability, in itiative  and p erfo rmance m ay be a dvan ced  to Ste p IV a t any tim e with in

the two-year period.

   STEP IV: Employees at Step IV in any classification position shall serve at least three (3)

years and not more than three (3) years and two (2) months prior to initial
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evaluation for advancement to Step V. Upon the recommendation of the

department director and approval of the City Manager, an employee who

dem onstrate s unus ual ability, initiative and pe rform ance m ay be adva nced to

Step V at any time within the three-year period.

   STEP V: Employees at Step V have reached the limit of the pay range for their position

classification.

Sec. 2-725.  SEXUAL HARASSMENT .

Sexual harassment of the employees of the City of Montpelier will not be tolerated and is illegal

under state and federal law.

This means that the following behaviors are grounds for disciplinary action:

   1. Abusing the dignity of an employee through insulting or degrading sexual remarks or

condu ct;

   2. Threats, demands, or suggestions that employee's work status is contingent upon the

employee's toleration of or acquiescence to sexual advances; or

   3.  Retaliation against employees for complaining about the behaviors described above.

If an e mp loyee e ncounte rs su ch ab uses from s upe rviso rs, fe llow em ployee s or n on-e mp loyees  in

the workplace, the employee should contact the supervisor, department head, City Clerk-

Treasurer, Assistant to the City Manager or the City Manager.  If an employee reports an instance

of sexual harassment to a department head, the department head shall report the matter to the

City Clerk-Treasurer, Assistant to the City Manager or the City Manager as soon as possible.

If the employee is not satisfied with the supervisor's, department head's, City Clerk Treasurer's,

Assistant to the City Manager's or City Manager's response , they may request a hearing before

the pers onnel bo ard in the s ame  man ner as p rescribe d in Sec. 2 -720(a) (5), Grievance and

Proce dure fo r Corre ction.  The employee may also file a complaint with the following state or

federa l agencie s: Verm ont Attorn ey Gene ral's Office , Equal Em ployme nt Opp ortunity

Comm ission, or Vermont Human Rights Commission.  Complaints to state and federal agencies

may be filed without having gone through City complaint procedures.

The  City of  Mon tpelie r wan ts all its  em ployee s to k now  that th ey can  work  in sec urity an d dign ity,

free of insulting, degrading, or exploitive treatment and that it is illegal under state and federal law

for any employee, male or female, to sexually harass another employee.

Full text of policy is available in the City Manager's Office.  All employees are to receive a copy of

the policy.

Sec. 2-726.  SUBSTANCE ABUSE.

Policy: Working under the influence of alcohol or controlled substances may endanger the public,

co-workers and the employee and result in poor or inaccurate job performance.  Employees who

experien ce alc oho l or dru g abu se pr oblem s are  expe cted  and e ncourag ed to  seek  ass istan ce in

the treatment of their problems.  Such employees may, without fear of reprisal, seek guidance

from supervisors, department heads, the City Manager or the City's Employee Assistance

Program.

Prohibition on Manufacture, Possession, Distribution, or Use:  Employees shall not

ma nufa cture , possess, dis tribute  or us e con trolled  subs tanc es in t he workp lace .  Em ployee s shall
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not report to work or work under the influence of alcohol, or controlled substances, unless the

drug is pr escribe d by a duly licens ed physic ian or den tist.

Disciplinary Action:  An employee who manufactures, possesses, or distributes a controlled

substance in the workplace shall be subject to disciplinary action such as, but not limited to, oral

reprimand, written reprimand, suspension, required participation in a City-approved drug abuse

assistance or rehabilitation program, or dismissal.  An employee who reports for work under the

influence of alcohol or controlled substances, or who consumes or uses such substances while at

work , sha ll be dis mis sed  imm ediately.

Notification Provisions:  As a condition of employment, an employee must abide by the

aforementioned restrictions and, further, is required to inform the City Manager within five days of

any criminal drug statute conviction.

The City will notify any federal agency, with whom the City is contracting, within ten days of

receiving notice from the affected employee of a conviction for violations occurring in the

workplace.

The City will take appropriate personnel action, as proscribed above, within thirty days of receiving

notice of a conviction from an employee.

Sec. 2-727.  SEVERABILITY.

The  sec tions , para grap hs, s ente nces, cla uses and  phra ses  of this  Pers onnel Plan are  seve rable

and  if any phras e, clause , sen tenc e, pa ragraph  or se ction  of this  Pers onnel Plan is su bsequently

dec lared  by legis lative o r judic ial authority to  be un constitutio nal, unlaw ful, un enfo rcea ble, o r not in

accordance with applicable statutes, the remaining phrases, clauses, sentences, paragraphs and

sections  of this Per sonne l Plan sha ll remain in  full force an d effec t.

APPENDIX A

Contents:

Sexual Harassment Policy

Smoking Policy


