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SECTION 1: ADOPTION “Vehicle Policy” of the Apple Valley Policies &
Procedures is hereby added as follows:

B E F O R E  A D O P T I O N

Vehicle Policy (Non-existent)

A F T E R  A D O P T I O N

Vehicle Policy(Added)

Town vehicles represent a tremendous investment of the taxpayers' dollars and shall be
respected as such. Operation of Town vehicles shall be in accordance with applicable laws and
regulations. 

Only authorized Town employees are permitted to drive Town vehicles as authorized by the
Town Administrator. The Town Administrator may delegate authorization to the Fire Chief. for
fire department vehicles. Authorization of use shall be done on a case-by-case basis. Prior to
approving a driver and periodically thereafter, the human resources department must check the
employee's driving record. Employees approved to drive on company business are required to
inform their supervisor of any changes that may affect either their legal or physical ability to
drive or their continued insurability.

All employees must exhibit good driving habits at all times. Employees are responsible for any
driving infractions or fines as a result of their driving.

Employees must exercise due diligence to drive safely and to maintain the security of the
vehicle and its contents.

Texting on cell phones is specifically prohibited.

Smoking or use of tobacco products in vehicles owned, leased, or rented by the Town is
prohibited.

Employees are not permitted, under any circumstance, to operate a Town vehicle when any
physical or mental impairment causes the employee to be unable to drive safely. Additionally,
employees shall not operate any company vehicle at any time while using or consuming
alcohol, illegal drugs or prescription medications that may affect their ability to drive.

Essential employees may be authorized to take a Town vehicle home so they can respond to
business needs as soon as possible. Essential employees are those who conduct a range of
operations and services that are typically essential to continue critical operations, who may be
required to work after hours in order to meet operational requirements. The Town
Administrator and Fire Chief will determine who is an essential worker.
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All persons riding in a Town vehicle are required to use provided seat belts and must not be of
an age or size to require child safety seating. Carrying of passengers should be limited to those
with some direct relationship to the conduct of Town business. However, there may arise an
unanticipated situation which may warrant the use of a Town vehicle to transport a family
member. If, while an employee is on duty, a family member is stranded, ill, or likewise, and is
unable to reasonably find transportation, or unable to transport themselves home or to another's
care, the employee may transport the family member to the appropriate location. This should
be done after receiving permission from a supervisor and should be in limited circumstances
only.

Certain discretionary personal uses shall be permitted with Town vehicles during regular work
hours such as break stops or short personal errands that fall within the immediate geographic
area of specific business already being conducted for and in behalf of the Town.

Employees must report any accident, theft or malicious damage involving a Town vehicle to
their supervisor and the human resources department, regardless of the extent of damage or
lack of injuries. Such reports must be made as soon as possible but no later than 24 hours after
the incident. Employees are expected to cooperate fully with the authorities in the event of an
accident. However, employees should make no voluntary statement other than in reply to
questions of investigating officers.

At times employees are required or expected to travel on District business using their personal
vehicles. The District will reimburse employees at the current IRS authorized rate when
required to do so. 

SECTION 2: AMENDMENT “Leaves Of Absence” of the Apple Valley
Policies & Procedures is hereby amended as follows:

B E F O R E  A M E N D M E N T

Leaves Of Absence

A. ABSENT WITHOUT LEAVE.
1. Any unauthorized absence of an employee from duty shall be grounds for

disciplinary action, up to and including termination, by the Town
Administrator, or designee.

2. Any employee who is absent for three (3) or more consecutive workdays
without authorized leave shall be deemed to have voluntarily resigned their
position and employment without notice. Where extenuating circumstances
are found to have existed, however, such absence may be covered by the
Town Administrator, or designee, by subsequent grant of leave with or
without pay as the circumstances dictate.

B. ANNUAL VACATION LEAVE.
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1. Each permanent, Non-Exempt full-time employee shall receive annual
vacation leave. Vacation is earned on forty (40) hour weeks. The rates are as
follows:

a. For one (1) month to one (1) years of service, forty (40) hours of
annual vacation leave shall accrue at the rate of 1.54 hours per pay
period.

b. From one (1) year to five (5) years of service, eighty (80) hours of
annual vacation leave shall accrue at the rate 3.08 hours per pay
period.

c. For over five (5) years of service, one hundred twenty (120) hours of
annual vacation leave shall accrue at the rate of 4.62 hours per pay
period.

d. All days requested to be off shall use vacation hours, if available. If
none are available, the hours will be without pay.

2. Each permanent, EXEMPT full-time employee shall receive annual vacation
leave. Vacation is earned on forty (40) hour weeks. The rates are as follows:

a. For one (1) month to one (1) years of service, eighty (80) Hours of
annual vacation leave shall accrue at the rate of 3.08 hours per pay
period.

b. From one (1) year to five (5) years of service, one hundred twenty
(120) hours of annual vacation leave shall accrue at the rate of 4.62
hours per pay period.

c. For over five (5) years of service, one hundred sixty (160) hours of
annual vacation leave shall accrue at the rate of 6.15 hours per pay
period.

3. An employee who is separated from employment may be compensated for all
accrued annual vacation leave.

4. All annual vacation leave requests should be submitted a reasonable time in
advance of the desired time off to the Town Administrator, or designee. If an
excessive (being the number of requests if granted that would render the
department or organization ineffective) number of employees request annual
vacation leave for the same time period, annual vacation leave shall be granted
in order of application (first-come-first-served) at the discretion of the Town
Administrator, or designee.

5. A workday is based on ten (10) hours, Monday through Thursday. Friday is
considered a day off. A vacation day is equivalent to the same.

6. Official annual vacation leave records will be maintained and kept current by
posting at least annually by the Town Administrator, or designee.

7. Vacation usage will be reported by the Town Administrator, or designee, using
attendance forms.

C. HOLIDAY LEAVE.
1. Holidays which apply to full time employees are:

a. New Year’s Day..................................January 1st
b. Human Rights Day.............................3rd Monday in January
c. President’s Day...................................3rd Monday in February
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d. Memorial Day.....................................Last Monday in May
e. Independence Day..............................July 4th
f. Pioneer Day.........................................July 24th
g. Labor Day...........................................1st Monday in September
h. Columbus Day.....................................2nd Monday in October
i. Thanksgiving........................................4th Thursday & Friday in

November
j. Christmas Day.....................................December 25th

2. If any of the above holidays fall on Saturday, then the preceding Friday shall
be the holiday. If any of the above holidays fall on Sunday, then the following
Monday is the holiday.

A F T E R  A M E N D M E N T

Leaves Of Absence

A. ABSENT WITHOUT LEAVE.
1. Any unauthorized absence of an employee from duty shall be grounds for

disciplinary action, up to and including termination, by the Town
Administrator, or designee.

2. Any employee who is absent for three (3) or more consecutive workdays
without authorized leave shall be deemed to have voluntarily resigned their
position and employment without notice. Where extenuating circumstances
are found to have existed, however, such absence may be covered by the
Town Administrator, or designee, by subsequent grant of leave with or
without pay as the circumstances dictate.

B. ANNUAL VACATION LEAVE.
1. Each permanent, Non-Exempt full-time employee shall receive annual

vacation leave. Vacation is earned on forty (40) hour weeks. The rates are as
follows:

a. For one (1) month to one (1) years of service, forty (40) hours of
annual vacation leave shall accrue at the rate of 1.54 hours per pay
period.

b. From one (1) year to five (5) years of service, eighty (80) hours of
annual vacation leave shall accrue at the rate 3.08 hours per pay
period.

c. For over five (5) years of service, one hundred twenty (120) hours of
annual vacation leave shall accrue at the rate of 4.62 hours per pay
period.

d. All days requested to be off shall use vacation hours, if available. If
none are available, the hours will be without pay.

2. Each permanent, EXEMPT full-time employee shall receive annual vacation
leave. Vacation is earned on forty (40) hour weeks. The rates are as follows:

a. For one (1) month to one (1) years of service, eighty (80) Hours of
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annual vacation leave shall accrue at the rate of 3.08 hours per pay
period.

b. From one (1) year to five (5) years of service, one hundred twenty
(120) hours of annual vacation leave shall accrue at the rate of 4.62
hours per pay period.

c. For over five (5) years of service, one hundred sixty (160) hours of
annual vacation leave shall accrue at the rate of 6.15 hours per pay
period.

3. An employee who is separated from employment may be compensated for all
accrued annual vacation leave.

4. All annual vacation leave requests should be submitted a reasonable time in
advance of the desired time off to the Town Administrator, or designee. If an
excessive (being the number of requests if granted that would render the
department or organization ineffective) number of employees request annual
vacation leave for the same time period, annual vacation leave shall be granted
in order of application (first-come-first-served) at the discretion of the Town
Administrator, or designee.

5. A workday is based on ten (10) hours, Monday through Thursday. Friday is
considered a day off. A vacation day is equivalent to the same.

6. Official annual vacation leave records will be maintained and kept current by
posting at least annually by the Town Administrator, or designee.

7. Vacation usage will be reported by the Town Administrator, or designee, using
attendance forms.

C. HOLIDAY LEAVE.
1. Holidays which apply to full time employees are:

a. New Year’s Day..................................January 1st
b. Human Rights Day.............................3rd Monday in January
c. President’s Day...................................3rd Monday in February
d. Memorial Day.....................................Last Monday in May
e. Independence Day..............................July 4th
f. Pioneer Day.........................................July 24th
g. Labor Day...........................................1st Monday in September
h. Columbus Day.....................................2nd Monday in October
i. Thanksgiving........................................4th Thursday & Friday in

November
j. Christmas Eve........................................December 24th

k. Christmas Day.....................................December 25th
2. If any of the above holidays fall on Saturday, then the preceding Friday shall

be the holiday. If any of the above holidays fall on Sunday, then the following
Monday is the holiday.


