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Any injury occurring during outside employment must be 
reported to the Highway Commissioner and made a matter of record. 
Copies of the report shall be made a part of the employee's record. 

2. nESTRICTION OF POLITICAL ACTIVITIES 

No Road District employee shall engage in any political 
activities during working hours that would in any way interfere or 
conflict with the operation of Road District business, 

No Road District employee shall use his position or the 
authority of his office to solicit contributions or any other 
support :Eor partisan political activities. No Road District 
employee will be intimidated into supporting or contributing to 
partisan political activities. 

Outside of working hours, there shall be no restriction on 
political activities. 

3. usm OF ROAD DJ.STRICT PROPERTY AND FACILITIES 

A. Road District Telephones 

(i) Toll and extra-unit personal calls may be made 
with the approval of the Highway Commissioner; 

(ii) Employees should discourage receipt of 
personal telephone calls at work; 

B. Use of Road District Vehicles, Equipment, Supplies, 
or Tools 

( i} Road District vehicles, equipment, 
supplies, or tools shall not be used for 
unauthorized purposes; 

(ii) Employees shall be responsible for the 
care and conservation of Road Di.strict 
vehicles, equipment, supplies, and tools 
and shall report promptly any accident, 
breakdown or malfunction of any unit in 
order that the necessary repairs can be 
made. 

C. Other Property: Employees are required to return 
all Road District property or equipment in their 
possession upon separation from Road District 
employment. 

4. CONFJ.>IC'l' O}i' lNTERES'.l', BRIBII:RY 
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Veterans' Day 
Thanksgiving Day 
Day after Thanksgiving 
Christmas Eve 
Christmas Day 
New Year 1 s Eve 

November 11 
4th Thursday in November 
4th Friday in November 
1/2 Day December 24 
December 25 
1/2 Day December 31 

B. When an authorized holiday falls on Sunday, the 
following Monday shall be observed as the holiday. 
When an authorized holiday faJ.ls on Saturday, the 
preceding Friday s·hall be observed as this holiday. 

c. If an employee is reql\ired to work on a paid 
holiday, the employee shall be compensated for the 
additional hours with overtime pay. 

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 deduc'l:ed, 

V. VACATION TIME 

1. ACCRUAL RATES 

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

0-1 year 
2 years 
5 years 
10 years 

of service: 
of service: 
of service: 
of service: 

1 week 
2 weeks 
3 weeks 
4· weeks 

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

2. Employees must submit their request for vacation to the 
Highway Commissio:ncr at least two ( 2) weeks in advance of the 
intended absence and indicate the date and duration of the leave 
time requested. Leave time should be so scheduled that temporary 
help is not required or overtime payments made to present 
employees. 

3. I.f a holiday occu:cs during an employee's vacation period, 
one (1) additional day of general leave time will ba allowed. 

4. Vacation time may not be accumulated . 
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