
20 

Policy 301 Employee Benefits 

Eligible employees of the Village of Pinckney are provided a wide range of benefits.  A number 
of the programs (such as Social Security, workers’ compensation, and unemployment 
insurance) cover all employees in the manner prescribed by law. 

Benefits eligibility is dependent upon a variety of factors, including employee classification.  
Your supervisor can identify the programs for which you are eligible.  Details of many of these 
programs can be found elsewhere in the employee handbook. 

The following benefit programs are available to eligible employees: 

 Deferred Compensation Plan
 Health Insurance
 Holiday Pay
 Jury Duty Leave
 Life Insurance
 Long Term Disability
 Meal Allowance
 Medical Leave
 Military Leave
 Overtime
 Pension Plan
 Personal Leave
 Short-Term Disability
 Travel Reimbursement
 Vacation Benefits
 Witness Subpoena Leave

Some benefit programs require contributions from the employee, but most are fully paid by the 
Village of Pinckney. 
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Policy 302  Vacation Benefits 

Vacation time off, with pay, is available to regular full-time employees to provide opportunities 
for rest, relaxation, and personal pursuits. 

Regular full-time employees will accrue vacation based on time worked. 

The amount of paid vacation regular full-time employees receive each year increases with the 
length of their employment as shown in the following schedule: 

 Completion of One (1) Year of Service from Date of Hire
 40 hours per year

 Completion of 2-6 Years of Service from Date of Hire
 80 hours per year

 Completion of 7-14 Years of Service from Date of Hire
 120 hours per year

 Completion of 15-24 Years of Service from Date of Hire
 160 hours per year

 Completion of 25 Years of Service or More from Date of Hire
 200 hours per year

Regular full-time employees shall earn paid vacation time according to the above schedule. 
Vacation is not available for use during the year of accrual.  

A. Procedure for Utilizing Vacation

Approval of the employee’s Department Head shall be required for all vacation requests.  
Approval of such requests shall be consistent with efficient Village operations.  The granting of 
any vacation request is at the Department Head’s full discretion.  When more requests for 
vacation are received than can be granted at one time, the first employee making a written 
request will be given preference.   

The scheduling of paid vacation leave is the mutual responsibility of the employee and the 
Department Head.  Vacation time may be taken in a block or scheduled throughout the 
calendar year. However, vacation time may not be used in increments of less than a  
one-half (½) day period.  

Employees may not take more than two consecutive weeks in any four-week time period 
without approval from Department Head and Village President. 

All vacation requests require a minimum of two weeks’ notice.  Requests shall be 
submitted to the employee’s Department Head as early as possible. Copies of all  
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approved vacation requests shall be submitted by the Department Head to the Village 
Clerk at the time of approval. 

A request to carry-over vacation from one year of service to the next year of service will be 
considered by the Department Head if the appropriate paperwork is filed at least four weeks 
prior to the employee’s anniversary date.  These requests should be considered as special 
requests and not status quo.  The village encourages employees to use their vacation time in 
the timeline received.  The maximum that can be carried over will be 40 hours and it must be 
used within 90 days of the employee’s anniversary date. 

Vacation time off is paid at the employee’s base rate at the time of vacation. 

B. Payment on Termination.  Should an employee decide to leave employment, a minimum of
a two (2) week notice, in writing, must be given to their department head, or in the case of
Department Heads, the Village President.  A copy of the written notice will be forwarded to
Village Council.  Failure to provide a two (2) week notice will result in loss of accrued vacation
payout unless Village Council makes an exception.  Employees leaving the employment of the
Village, with two weeks’ notice, will be paid for unused vacation time that has been earned
through the last day of work.

Full time, union, Police Officers should refer to their current contract for confirmation of 
vacation benefits. 

C. Vacation Sellback Discontinued: Cash reimbursement for a portion of accumulated
vacation time was discontinued by Council (5/12/21).

PERMANENT PART-TIME VACATION RATE

Vacation accrual for permanent, part-time employees is at a rate of one hour earned per 32 
hours worked. 

 Completion of One (1) Year of Service from Date of Hire
 Hours earned equal to one week average work hours

 Completion of 2-6 Years of Service from Date of Hire
 Hours earned equal to two weeks average work hours

 Completion of 7-14 Years of Service from Date of Hire
 Hours earned equal to three weeks average work hours, increasing with this

pattern if needed past 15 years.
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Policy 303 Holidays 

The Village of Pinckney will grant holiday time off with pay to all regular full-time employees 
for the holidays listed below: 

Holiday 12-hour shift 10-hour shift 8-hour shift

New Year’s Day 12 10 8 

MLK Day 10 8 

President’s Day 10 8 

Good Friday 4 

Memorial Day 12 10 8 

Independence Day 12 10 8 

Labor Day 12 10 8 

Veterans Day 10 8 

Thanksgiving 12 10 8 

Day after 
Thanksgiving 

8 

Christmas Eve 12 10 8 

Christmas Day 12 10 8 

New Year’s Eve 12 2 4 

Regular full-time employees get paid for all holidays listed. If a recognized holiday falls on a 
Saturday, the preceding Friday will be the scheduled holiday.  If a recognized holiday falls on a 
Sunday, the succeeding Monday will be the scheduled holiday. New Year’s Eve and Christmas 
Eve shall be exceptions if they fall on a Sunday, and when that is the case, Friday will be the 
scheduled holiday. (Council Amendment, 1/9/06) 

For employees working a regular schedule of Monday-Thursday, 10-hour days, those holidays 
that always fall on a Friday (i.e. the Friday after Thanksgiving and Good Friday) are not 
compensated holidays. For New Year’s Eve, only two hours are compensated. (Council 
amendment, 8/11/08) If a recognized holiday falls on a Friday, Saturday or Sunday, the 
Department heads will identify the designated day off for their individual team therefore 
allowing the office to remain open four days each week. 

If a recognized holiday falls on a scheduled “off day” the department heads will identify a 
designated day off for the individual or individuals that have that holiday as a regularly 
scheduled “off” day.  The paid holiday “day” off must be taken within the same pay period. 

Village Hall will be scheduled closed on holidays that fall under the 10-hour shift category, but 
this is not paid time off. see below for part-time holiday pay.   Additionally, Village Council may
consider closing the office between the Christmas and New Years Day holidays based on 
staffing needs. Employees are allowed to work these days for pay if they choose to do so. This
is time off without pay with the exception of the FTE benefit below. 

To be eligible for holiday pay, the employee must work the first scheduled regular workday 
prior to and the first scheduled regular workday following the holiday. Approved vacation and 
personal leave shall be considered as time worked for the purpose of this section.  Unpaid or 
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unapproved personal, or unapproved vacation time, shall not be construed as time worked. 
Paid holidays shall be computed for all regularly scheduled hours at the hourly rate of the 
employee. (Council amendment, 1/9/06) 

PERMANENT PART TIME FTE HOLIDAY PAY 

The Village of Pinckney will grant holiday time off, with pay, to all permanent part time 
employees for their individual FTE’s for: 

Christmas Day 
New Year’s Day 

Additional holidays for permanent, part-time employees are those recognized holidays on 
days they would have worked but Village Hall is closed (i.e., federal holidays observed on a 
weekday).

Holiday Pay. In the event the Full-time employee is required to work on any officially 
recognized holiday, he or she shall be compensated at the rate of two and one-half (2 ½) 
times the employee’s hourly rate of pay for all hours worked.  Such rate is inclusive of holiday 
pay.  

In the event the Part-time employee is required to work on any officially recognized holiday, 
employee shall be compensated at the rate of one and one-half (1 ½) times the  
employee’s hourly rate of pay for all hours worked.   

If a recognized holiday falls during an eligible employee’s paid absence (such as vacation), 
holiday pay will be provided instead of the paid time off benefit that would otherwise have 
applied. 
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Policy 305 Personal Leave Benefits 

The Village of Pinckney provides paid personal leave benefits to all regular full-time employees 
for periods of temporary absence due to non-work-related reasons including illnesses or 
injuries, bereavement, and personal business that must be conducted during regular work 
hours. 

(1) Rate of Accrual.  All regular full-time employees shall accrue personal leave at the rate
of eight (8) hours per month with a maximum of 96 hours total personal time which may accrue 
in any one year.  For new employees, the Village prorates from the date of hire to the 1st of the 
following month; after that first period regular accrual takes place. 

(2) Maximum Accumulation: Full-time employees may accumulate a maximum of 144 hours
of total accrued personal leave.  Accrual will stop while the employee has a full bank of 144 
hours. Personal leave accumulated in excess of 144 hours may not be carried over to 
successive years. 

(3) Exception:  Full-time employees hired prior to February 28, 2000, shall retain sick time
accrued in excess of 80 hours (10 days) as of February 28, 2000 until such time as the 
accrued leave hours are reduced below 96 hours.  At such time, the employee shall be subject 
to the personal leave maximum accrual provisions set forth in this policy. 

(4) Access to Personal Leave:  Personal leave may be used in minimum increments of not
less than one hour with appropriate notice to the employee’s Department Head. 

Employees who are unable to report to work due to illness or injury must notify their direct 
supervisor before the scheduled start of their workday if possible, but no later than one-half (½) 
hour after the beginning of the employee’s normal workday. The Village of Pinckney may 
require an employee to provide evidence of physical ability to continue employment in cases of 
repeated or excessive absence due to illness. 

(5) Rate of Pay.  Personal leave benefits will be calculated based on the employee’s base
pay rate at the time of absence. 

(6) Termination:  An employee will not be entitled to payment of unused accrued personal
leave regardless of the reason for termination. 

As of 3/1/2019, the Village of Pinckney will provide paid personal leave benefits to all regularly 
scheduled part-time employees who satisfy the eligibility requirements of working at least 80 
hours per month for periods of temporary absence due to non-work related reasons including 
illnesses or injuries, bereavement, and personal business that must be conducted during 
regular work hours. 

(1) Rate of Accrual.  All regular part-time employees shall accrue personal leave at the rate
of 1 hours for every 32 35 hours worked with a maximum of 40 hours total personal time which
may accrue in any one year.  For new employees, the Village prorates from the date of hire to 
the 1st of the following month; after that first period regular accrual takes place. 
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(2) Maximum Accumulation: Part-time employees may accumulate a maximum of 80 hours
of total accrued personal leave.   Personal leave accumulated in excess of 80 hours may 
not be carried over to successive years. 

(3) Access to Personal Leave:  Personal leave may be used in minimum increments of not
less than one hour with appropriate notice to the employee’s Department Head.  
Employees who are unable to report to work due to illness or injury must notify their direct 
supervisor before the scheduled start of their workday if possible, but no later than one-half (½) 
hour after the beginning of the employee’s normal workday.  The Village of Pinckney may 
require an employee to provide evidence of physical ability to continue employment in cases of 
repeated or excessive absence due to illness. 

(4) Rate of Pay.  Personal leave benefits will be calculated based on the employee’s base
pay rate at the time of absence. 

(5) Termination:  An employee will not be entitled to payment of unused accrued personal
leave regardless of the reason for termination. 

(6) Voluntary Separation: Personal Time allowed is understood to be a benefit for the
convenience of employees during their regularly-scheduled work time. Accumulated Personal 
Time is not paid out upon an employee's voluntary departure from Village employment. 




