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D. When a holiday falls within a period of paid leave (i.e. sick leave, general leave, 
etc.), the holiday shall not be counted as a work day in computing the amount of 
leave time deducted. 

VACATION TIME 

ACCRUAL RA TES 

A. Permanent full-time employees accrue vacation credit at the following rates 
(according to years of continuous service): 

0-1 
2 
5 
10 

year of service: 
years of service: 
years of service: 
years of service: 

1 week prorated 
2 weeks 
3 weeks 
4 weeks 

After 15 years, one extra day each January 1; maximum vacation will be 5 weeks, which can be 
obtained at 20 years. 

B. Employees must submit their request for vacation to the Highway Commissioner 
at least twenty-four (24) hours in advance of the intended absence and indicate 
the date and duration of the leave time requested on the appropriate form. Leave 
time should be so scheduled that temporary help is not required or overtime 
payments made to present employees. 

C. If a holiday occurs during an employee's vacation period, one (1) additional day 
of general leave time will be allowed. 

D. Vacation time may not be accumulated. 

E. Employees who are eligible for vacation may take such time and split it into 
separate increments, but at no time shall leave credit be divided into an increment 
of less than one hour. 

F. All accumulated leave credit will be voided at the end of each fiscal year. 

G. Employees eligible for vacation time whose employment is terminated because of 
death or retirement shall receive payment for any unused vacation time 
accumulated in the current calendar year in a final pay check. 

H. Employees are restricted from utilizing their vacation time between November 15 
and April 15. 

Algonquin Township Road District 
Personnel Policies and Procedures Handbook 

Page 7 

Kirk
Highlight

Kirk
Highlight

Kirk
Highlight








































