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MEMORANDUM

To: Mayor Britigan, Vice-Mayor Jordan, and Commissioners
From: Nancy R Stoddard, Parchment City Manager

Date: December 16, 2022

Re: Proposed changes to the City of Parchment General Employee Manual

Background: The Department Heads and the City Manager met to discuss ways that would incentivize
hiring in the City of Parchment. The City has been fortunate enough to have kept multiple employees in
the Public Works Department for over 25 years. As we move forward with plans to hire in the future,
we need to think about a hiring package that would be appealing to a new hire. We are in full
knowledge that some of these changes will affect the existing employees, but only for a very limited
time as they near retirement age. The proposed changes are for Holidays and Vacation time.

Discussion: Looking forward to the need for hiring within the next 5 years, we looked at these specific
areas, knowing that we are competing not only with private industry, but with other governmental units
within our county to hire quality employees with a willingness to serve in their greater community.
Quite often, we take our lead from the Kalamazoo County Administration and from our neighboring
communities.

1) The holidays are listed on the next page along with a proposal to allow for all religions and cultures to
be acknowledged by an employee.

Not always is the level of pay in municipal government as high as in the private sector, but the ability to
provide holidays that encompass many different aspects of today’s society is one way in which we can
incentivize a person to work for us.

2) Vacation - The changes to this schedule are on the third page of this item.
The City of Parchment is in competition with the neighboring businesses, communities, and County

government for qualified employees. Choosing to meet the needs of new hires will help to incentivize
them to work for us.
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If an employee quits or is discharged; any unused accumulation of paid sick leave is to
be cancelled. Upon normal retirement, medical retirement or death of an employee, the
employee or beneficiary will be paid 50% of sick leave accumulated at such time.

In order to be eligible for sick pay, an employee must report promptly to the department
head or City Manager, a reason for absence as soon as it is known you will be absent.
Keep your department head continually informed of your condition. Permission is
granted to the administration to make an investigation that it may deem necessary.

Sick leave may be taken for visits to a doctor or dentist during scheduled working hours.
LONGEVITY PAY

Annually, employees attaining at least six years of service will receive $50.00 for each
year of service. Reviews for inflationary increases would be performed every 5 years.

Full time employees must have worked at least 1600 hours per year to receive credit for
a service year. Part time employees must have worked 480 hours per year to receive
credit for a service year. Payment to be made in a lump sum by the second pay period
in November, subject to withholdings.

(A)Employees who have qualified for longevity pay will, upon retirement, receive a
prorated share of their annual longevity pay as of the effective date of retirement
for the year in which they retire. The pro rata share will be equal to the fraction of
the year during which they were employed prior to retirement.

(B) Payment to the beneficiary of a deceased qualified employee of a pro rata share
of their longevity pay for the year in which the death occurred will be made on the
same basis as payment to a retired employee.

1) New Year's Day* 10) Martin Luther King Day
2) Good Friday* 11) President's Day

3) Memorial Day* 12) Juneteenth

4) Independence Day* 13) Election Day

5) Labor Day* 14) Veterans Day

6) Thanksgiving* 15) New Year's Eve

7) Day after Thanksgiving*

8) Christmas Eve*

9) Christmas Day*

New Year’s Eve is left to the discretion of the City Manager.

13




image3.jpg
* 9 Holidays observed by the City of Parchment and the employee’s birthday
14 Holidays observed by Kalamazoo County — Good Friday not observed as a holiday

S ot

Work performed on the above named holidays will be paid as follows:
Employee will receive 8 hours holiday pay plus time and one-half straight time rate.

Full time and part time employees, excluding seasonal employees, who at the time
holidays occur have been employed by the City for three months or more will receive a
day’s pay at their regular straight time hourly rate. When any of these holidays fall on
Sunday, the Monday following will be recognized as the holiday. If the holiday falls on
Saturday, Friday will be recognized as the holiday.

To be eligible for holiday pay, an employee must have worked the scheduled work day
before and the day after the holiday, or work the holiday, if scheduled. Approved
absences by the City Managerh the day before or after a holiday would
allow an employee to be eligible for a paid holiday. In addition, an employee must meet
all requirements for full and part time employment; this does not include seasonal
employees.

If the holiday falls on the employee’s scheduled vacation, the employee is entitled to an
additional paid day for the holiday or an additional day off.

WORKER’S COMPENSATION INSURANCE

The City of Parchment will carry insurance which protects the individual against
expensive treatment and the loss of income resulting from an accident while performing
work for the City.

In order to qualify for workman’s compensation the employee must immediately, after
receiving an injury, notify his Department Head or Supervisor. Upon notification of an
injury of an employee, the immediate Supervisor or Department Head must compile
promptly, two copies of the accident report within 24 hours of the injury and forward the
original to the City Clerk, and a copy to the City Manager.
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WAGE AND SALARY PROGRAM

The established wage schedule for your job will be explained to you at the time of your
employment.

GRIEVANCE PROCEDURE

FIRST STEP — An employee’s grievance will be submitted in writing to the supervisor.
All grievances will state the facts upon which they are based, when they occurred, will
be signed by the employee or employees who are filing the grievance, then will be
submitted to the supervisor. The supervisor will give a written answer to the aggrieved
employee or employees within two working days after receipt of the written grievance. If
the answer is mutually satisfactory, the grievant will so indicate in writing to the
supervisor.

STEP TWO - If the grievance has not been settled in the first step, the grievant will
notify the City Manager in writing after receipt of the first step’s answer. The City
Manager will then make the final decision of the grievance.

VACATION

Each full time employee will earn vacation leave with pay in accordance with the
following schedule based upon years of service as of date of hire each year
(anniversary).

Upon completion of:

One year of service 40 hours
Two years of service 80 hours
Five years of service 120 hours
Fifteen years of service 160 hours
Twenty years of service 200 hours
Twenty-five years of service 240 hours
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(1) An employee is qualified to receive vacation benefits in accordance with this
schedule if at least 1600 hours were actually worked during the previous
calendar year.

(2) An employee with less than one year of service or an employee who has worked
less than 1600 hours during the previous calendar year is eligible for a pro rata
vacation based on the number of hours actually worked. (For example, a
permanent full time employee with five years of service who has worked 800
hours in the previous calendar year is eligible for 800/1600 X 120 hours = 60
hours of vacation. An employee with less than one year of service would be
based on the actual number of hours worked divided by 1600 and multiplied by
40).

(3) Vacation pay will be computed based on a forty (40) hour week for full time
employees and number of hours worked regularly for part time office personnel.
Salaried employees will be based on 1/52 of the total annual salary.

(4) For the purpose of vacation eligibility, vacations, and recognized holidays will
count as hours worked.

(5) If a recognized holiday occurs during a scheduled vacation the employee’s
vacation period will be extended one additional day.

(6) After 5 years of employment with the City of Parchment, an employee that
accrues up to four hundred (400) hours of vacation may convert it into pay. Any
hours of vacation remaining in excess of four hundred (400) must be used by the
employee or surrendered without pay.

In planning a vacation schedule, priority will be given to employees based upon a
seniority system. Seniority will govern on all requests submitted in writing and will be
the decision of the City Manager or Supervisor.

The City of Parchment believes vacations are valuable for the employee’s personal
health and effectiveness. Employees are, therefore, encouraged to take the full
vacation allowed each year; however, with the approval of the City Manager vacation
time may be held over if circumstances are sufficient to warrant a variance.

TERMINAL VACATION PAY

Earned vacation will be that vacation time due the employee for work performed during
the previous year.
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