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WHEREAS the Town of Bristol is desirous of establishing a schedule of total compensation to

include the salaries and benefits for its employees for the year 2025; and

WHEREAS the Town of Bristol Town Council has reviewed the financial condition of the Town for

purposes of arriving at proposed total compensation to include salaries and benefits that are

fiscally responsible, and which are fair, just, and equitable to its employees.

NOW THEREFORE BE IT ORDAINED by the Town of Bristol Town Council, that the total

compensation for its elected officials and employees for January 1, 2025, through December

31, 2025, or from the date amended through December 31, 2025, shall be as follows:

2025 BASE PAY RATE SCHEDULE
TITLE CLASSIFICATION BASE PAY RATE BUDGETED FUNDS
Town Council Elected Official $2,383.50 paid in June 100% General Fund
President Stipend and December
Town Council Elected Official $2,121.00 paid in June 100% General Fund
Member(s) Stipend and December
Park Board Member(s) = Appointed Official $975.00 paid in December 100% Park Fund
Stipend

Town Manager Exempt $2,947.67 biweekly 100% General Fund
[MY] Full-Time
Clerk-Treasurer Elected Official $2,718.93 biweekly 100% General Fund
[CA] Exempt Full-Time
Deputy Clerk / Nonexempt $31.50 per hour 100% General Fund
Assistant Town Full-Time
Manager [JS]
Utility Clerk Nonexempt 18.58 per hour 100% Water Fund
[DT] Full-Time
Town Marshal Exempt $3,651.69 biweekly 100% Police Fund
[SP] Full-Time
Sergeant Nonexempt $43.17per hour 100% Police Fund
[AD] Full-Time
Chief Deputy Nonexempt $44.65per hour 100% Police Fund
[DL] Full-Time
Detective Nonexempt $39.69 per hour 100% Police Fund
[NR] Full-Time
Corporal Nonexempt $42.18per hour 100% Police Fund
[KH] Full-Time
Deputy Police Officer Nonexempt $34.23per hour 100% Police Fund
[JL] Full-Time
Deputy Police Officer Nonexempt $31.72 per hour 100% Police Fund
[CP] Full-Time
Deputy Police Officer Nonexempt $31.72 per hour 100% Police Fund
[VA] Full-Time
Deputy Police Officer Nonexempt $32.75 per hour 100% Public Safety Fund
[CS] Full-Time
Deputy Police Officer Nonexempt $38.70 per hour 100% Public Safety Fund
[GS] Full-Time



TITLE CLASSIFICATIO BASE PAY RATE BUDGETED FUNDS
Deputy Police Officer Nonexempt $30.76 per hour 100% Public Safety Fund
[JD] Full-Time
Ordinance Officer [RC] Nonexempt $24.04 per hour 100% Police Fund

Part-Time

Police Department Nonexempt $24.81per hour 100% Police Fund
Clerical Personnel [AA] Full-Time
Street Department Nonexempt $32.68 per hour 100% General Fund
Employee — 1 [WB] Full-Time
Street Department Nonexempt $32.68 per hour 100% General Fund
Superintendent Full-Time
[EF]
Street Department Nonexempt $27.50 per hour 100% General Fund
Employee — 3 [MG] Full-Time
Utility Superintendent Nonexempt $38.27 per hour 65% Wastewater
[TM] Full-Time 35% MS4
Utility Employee-3 Nonexempt $29.65 per hour 100% Wastewater Fund
[KB] Full-Time
Utility Employee 4 Nonexempt $33.58 per hour 100% Water fund
[IM] Full-Time
Utility Employee 5 Nonexempt $31.50 per hour 100% Water Fund
[DD] Full-Time
Office Support Assistant Nonexempt $10.50 per hour 100% Water Fund
[PE] Part-Time
Utility Department Nonexempt $15.00 per hour 100% Water Fund
1 Seasonal Employee Seasonal
2 Seasonal Employee(s) Nonexempt $18.00 per hour 25% MVH Fund
Various departments Part-Time $21.00 per hour 75% Cemetery

GUIDELINES FOR THE PAYMENT OF BASE RATES

The Clerk-Treasurer and all full-time and part-time employees shall be paid bi-weekly in 2025 with the
first biweekly pay date of January 10, 2025, based on the pay period designated as Sunday,
December 24, 2024, through Saturday, January 04, 2025. The standard workweek is from Sunday
through Saturday. All employees are paid biweekly which equates to 26 pays during 2025.

Exempt (EX) employees are paid to “get the job done” and their pay does not vary from week to
week. Nonexempt (NE) employees are paid by the hour for all hours worked during each workweek.

The Town Council President and the Town Council members will be paid on May 30, 2025, and on
November 29, 2025, for the pay rates as listed in the 2025 Base Pay Rate Schedule above. Park
Board members are paid on November 28, 2025, for the amount listed in the 2025 Base Pay Rate

Schedule above.

Work Schedules/Hours/Breaks
The Town of Bristol will establish the standard workday, workweek, and starting and ending times for
each department, considering current and anticipated workloads, public service needs, and other
factors. Each department is responsible for communicating these work parameters to their
employees. No established schedule will be construed as a guarantee of work hours or as a

restriction of the Town of Bristol’s right to restructure the workday or workweek.
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Street Department employees will work from 7:00 a.m. until 3:00 p.m. Monday through Friday with
two 15-minute paid breaks.

Water and Wastewater Department employees will work four 10-hour days per week. Either Monday
through Thursday or Tuesday through Friday. Work hours are 6:30 am to 4:30 pm with two 15-
minute paid breaks. An optional schedule is four 10-hour workdays with work hours of 6:30 am to
5:00 pm, with two 15-minute breaks and a 30-minute lunch break. Each employee is required to
work a minimum of 1 weekend per month to perform IDEM-mandated testing. The weekend shift will
be aligned with on-call duty schedules.

Police Department employees are assigned to one of the following seven shifts:

- - Shift A 6:00 a.m. - 2:00 p.m.
- - ShiftB 8:00 a.m. - 4:00 p.m.
- - ShiftC 10:00 am. - 6:00 p.m.
- - ShiftD 2:00 p.m. - 10:00 p.m.
- - Shift E 4:00 p.m. - 12:00 a.m.
- - Shift F 6:00 p.m. - 2:00 a.m.
- -  ShiftM 10:00 p.m. - 6:00 a.m.

Police officers may be assigned to a non-routine shift beyond the shifts listed above.

The Town Manager, Assistant Town Manager, Clerk-Treasurer, Deputy Clerk, and Park Coordinator
work from 8:00 a.m. until 4:00 p.m. Monday through Friday with two 15-minute paid breaks.

At the discretion of the Town of Bristol, nonexempt employees may be authorized to take break
periods during each shift. Such breaks may not interfere with the proper performance of the
employee’s work responsibilities and may be set by Supervisors, or the Department Head.

Base wages are set by this salary ordinance for 2025, and any changes will require approval from
the Town Council.

Employees of the Town of Bristol must meet the following guidelines in order to receive the base
rates listed above per each department’s guidelines.

PAY CONSIDERATIONS
Civilian Employees
All full-time civilian employees may be scheduled to work 40-hours per work week based upon
2,080 hours per calendar year. Five 8-hour days or four 10-hour days depending upon the
department's established work schedule.

All seasonal and/or part-time civilian employees may be scheduled to work less than the normal
40-hour workweek, or eight-hour shifts. However, there is no set schedule for these employees.

The Town Manager, or the Clerk-Treasurer, will determine the pay rate for their direct report
employees who are hired mid-year for a position listed in the chart above, with the approval from
the Town Council.

Police Department Employees
Full-time Police Department employees may be scheduled to work 40 hours in a seven-day work
period.

Full-time Police Department employees voluntarily participating in the Indiana Criminal Justice
Institute Selective Enforcement program will be compensated at double time ene-and-one-half
times their hourly rate for all hours worked in the Selective Enforcement program, beyond their
normal daily duties. In 2025, there will be approximately 10 hours per month for all Police
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Department employees collectively. The total hours worked will be paid from the Police Fund, based
on an approved Elkhart County grant.

Overtime/Compensatory Time/Flextime

Overtime compensation will be paid to nonexempt employees at time and one-half of the
employee’s hourly pay rate for all hours worked over 40 in a standard workweek and in accordance
with the Fair Labor Standards Act (FLSA). An employee’s time off while using vacation, personal
leave time, holidays, bereavement leave, jury or witness duty leave, or any other leave of absence
will not be considered hours worked for purposes of performing overtime calculations. Overtime is
generally discouraged and must be approved by an employee’s Supervisor in advance, except in
an unusual or emergency situation.

The Town of Bristol may allow compensatory time in lieu of overtime pay for nonexempt
employees. Compensatory time is earned at the rate of one and one-half times the actual time
worked. For example, a nonexempt employee who works one hour of overtime will receive one
and one-half hours of compensatory time. Compensatory time may be accrued to a maximum of
40-hours and employees should use banked time as soon as possible after it has been earned.
Upon termination of employment, the nonexempt employee is entitled to receive payment for
earned and unused compensatory time at the regular hourly wage rate in effect at the date of
termination, or the average of the past three-years, whichever is greater.

It may be possible for employees in certain situations, with the permission of their supervisor, to
work an adjusted or flexible work schedule. The schedule must not cause a reduction in the ability
of that employee’s department to properly perform its duties and responsibilities. The establishment
of a flexible schedule may not result in the need to hire other employees or the use of overtime to
cover those “traditional” hours not worked by the employee working a flexible schedule. A flexible
schedule may allow for nonexempt employees to work more than eight hours in a day but must not
exceed 40-hours in a workweek.

“Call-In” Pay — Civilian and Police Department Employees

Nonexempt civilian employees who are called-in to work during nonworking hours will be paid a
minimum of one-hour at their normal rate of pay for all hours worked and the hours worked will be
used in the calculation of overtime for all hours worked over 40 in a workweek payable from the
appropriate departmental budget.

Nonexempt civilian employees who are called-in to work during an approved scheduled vacation or
personal leave time will be paid a minimum of one-hour at a rate of time and one-half their normal
rate of pay for all hours worked. The hours worked will be paid from the appropriate departmental
budget.

Nonexempt employees who are called-in to work during a holiday will be paid a minimum of one-
hour at a rate of time and one-half their normal rate of pay for all hours worked in addition to their
holiday pay, payable from the appropriate departmental budget.

Nonexempt employees in the Police Department who provide supervisorial consultation will be
paid in blocks of 15-minutes which will be counted towards the 40-hours in a seven-day work
period payable from the Police Department budget. Nonexempt employees in the Police
Department who are “called-in” to work will be paid a minimum of one-hour. If they work beyond
one hour, the amount of time will be rounded up in 15-minute increments and will be counted
towards the 40-hours in a seven-day work period payable from the Police Department budget.

ADDITIONAL PAY CONSIDERATIONS
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Training and Professional Development

On-the-job training (OTJ) prepares employees to perform the responsibilities required of his or her
position. The Clerk-Treasurer and regular full-time and part-time employees may obtain training or
education leave without loss of pay for the purpose of participating in training that will increase the
knowledge and efficiency in their jobs. Employees may be paid straight-time pay for eight-hours
per day while attending seminars, conferences, or training classes. Time spent in training and
professional development will be considered hours worked. Employees may utilize flex-time or be
compensated with overtime or compensatory time for any hours over 40 in a training workweek.
Expenses involved in attending training shall be paid for in advance, if possible, from the
applicable departmental budget.

Certifications

Full-time employees in the Water and Wastewater Departments will receive pay for certifications
that are required for the duties of their jobs. The total amount paid will be considered hours worked
for purposes of performing overtime calculations and will be paid from the Water and Wastewater
budgets.

Clothing Allowances

Members of the Town of Bristol Police Department Reserve Officer program, to include: Chaplain
Officers, Reserve Officers, and Probationary Reserve Officers will receive a clothing allowance two
times in 2025: one distribution in June of 2025 and one distribution in December of 2025 in the
amounts listed below. Probationary Reserve Officers are not eligible for the clothing allowance until
they satisfactorily complete the Pre-Basic Academy training and the Field Training Officer (FTO)
program.

— Chaplain Officer = Up to $400.00 per distribution

— Reserve Officer = Up to $500.00 per distribution

— Probationary Reserve Officer = Up to $500.00 per distribution after completion of required
training. If required training is completed between distributions, the clothing allowance shall
be prorated.

All clothing allowances will be taxed according to IRS rules and included on the employee’s W-2.

Tenure Incentive Pay (TIP)

Tenure Incentive Pay (TIP) is available to regular full-time and part-time employees as a reward and
recognition for their continued acceptable level of job performance after one year of service. Any full-
time civilian employee is eligible for TIP under the civilian employee guidelines at a rate of $100.00
per year of employment, not to exceed $2,000.00. Any part-time employee is eligible for TIP under
the civilian employee guidelines at a rate of $50.00 per year of employment, not to exceed
$1,000.00. TIP compensation will be paid on the first available pay date in December. Any eligible
employee employed by the Town on that date shall receive the TIP. Any employee who terminates
employment prior to this date will not be eligible for the TIP. The total amount paid will be considered
hours worked for purposes of performing overtime calculations and will be paid from the budgetary
funds as noted in the 2025 Base Pay Rate Schedule above.

Specialized Training Compensation

The Bristol Police Department will compensate full-time employees for specialized training. Each
employee may receive pay for up to three (3) specialties, with each specialty compensated at
$500.00 annually. All compensated specialties must be approved by the Marshal. Recognized
specialties may include, but are not limited to, Breath Test Operator, Instructor Generalist, Firearms
Instructor, Emergency Vehicle Operations Instructor, Defensive Tactics Instructor, Psychomotor Skills
Instructor, Field Training Officer, First Line Supervisor, Phlebotomist, Child First Interviewer, and any
other training as approved by the Marshal.



Emergency Closings
Non-critical service employees are expected to report for their regular work unless the County
Emergency Management issues a media broadcast statement requiring that citizens are to remain
off Town streets, or their Department Head contacts them prior to the start of the workday with
alternate instructions. When the decision to close is made prior to the workday, or when the
decision to close is made after the workday has begun, time off from scheduled work will be paid.
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Critical service employees are expected to report for their regular shift assignment during
emergency closings unless their Department Head has contacted the employees personally with
alternate instructions. In these circumstances, employees who work will receive regular pay. A
critical service employee may request to use vacation or personal leave time. However, the request
may be denied with no recourse available to the employee except to report to work for his or her
regular full-time employees who do not report to work on a day in which the workplace is open may
use available vacation, personal leave time, or compensatory time, or the time will be unpaid. The
Department Head may allow the employee to make up time missed, provided that the time is
documented. Regular part-time employees who cannot report to work due to a weather or civil
emergency will receive no pay for the day.

Refer to the Town of Bristol Employee Handbook for additional information regarding emergency

closings.

Health Insurance
Medical, dental, and vision benefits are offered to the Clerk-Treasurer and eligible employees on
the first day of employment. Eligible employees include:

BENEFITS SCHEDULE

— Regular full-time employees

The Town of Bristol contributes 90% of the medical insurance premium from the General, Water,
and Sewer Fund on behalf of the employee and their dependents and the employee is required to
contribute 10% of the medical insurance tiered-based premium through payroll deduction, as

follows:
2025 United AIM AIM AIM Option AIM AIM Option AIM
Health Care Option1 | Option1l | 1Monthly | Option2 | 2 Monthly Option 2
(UHC) Plans Total Monthly Employee Total Employer Monthly
Costs Employer | 10% Costs Costs 90% Costs | Employee 10%
90% Costs Costs
Employee Only | $1,029.14 $926.23 $102.91 $849.21 $764.29 $84.92
Employee Plus $2,058.29 $1,852.46 $205.83 $1,698.42 $1,528.58 $169.84
Spouse
Employee Plus $1955.37 $1,759.83 $195.54 $1,613.50 $1,452.15 $161.35
Children
Family $2,984.52 $2,686.07 $298.45 $2,462.70 $2,216.43 $246.27
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The Town of Bristol contributes 100% for both the dental and vision insurance premiums from the
General, Water, and Sewer Fund on behalf of eligible employees and their dependents, as follows:

Delta Dental Monthly Employer
Contribution
Employee Only $26.32
Employee plus One $52.66
Employee plus Children $71.12
Employee plus Family $106.88
VSP Vision Care Monthly Employer
Contribution
Employee Only $6.15
Employee plus One $12.33
Employee plus Children $13.16
Employee plus Family $21.05

The renewal dates for the medical, dental, and vision insurance plans are on January 1, 2025.
There may or may not be an increase in the premium totals after this date.

Refer to each Summary of Benefits and Coverage (SBC) document for additional information on
medical, dental, and vision benefits offered by the Town of Bristol.

Life and AD&D Insurance
The Town of Bristol offers all eligible employees upon their date of hire participation in The
Standard Life and AD&D insurance benefits. Eligible employees include:

— Regular full-time employees

Eligible employees will be provided with a policy equal to a $50,000 benefit. The Town of Bristol
pays 100% of the premium totaling $8.00 per employee per month. The renewal date for life and
AD&D insurance is on January 1, 2025, and there may or may not be an increase in the premium
totals after this date. Refer to the Plan Document for additional information on the life and AD&D
insurance plan.

Short-Term Disability Insurance
The Town of Bristol provides a short-term disability insurance plan through The Standard at no
cost to the employees. Eligible employees include:

— Regular full-time

The Town of Bristol pays 100% of the employees’ salary-based premiums per month from the
General, Water, and Sewer Fund, in the following amounts:

— Employee (1) - $15.84
— Employee (1) - $21.16
— Employee (1) - $23.32
— Employee (1) - $24.86
— Employees (2) - $26.24
— Employees (3) - $26.40
— Employee (1) - $27.92
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— Employee (1) - $28.56
— Employee (1) - $28.98
— Employee (1) - $28.21
— Employee (1) - $29.19
— Employee (1) - $31.42
— Employee (1) - $32.63
— Employees (6) - $33.00

The renewal date for short-term disability insurance is on January 1, 2025, and there may or may
not be an increase in the premium totals after this date.

Employees may be eligible for short-term disability insurance on the first day of the month following
30-days of employment. Employer Paid Short Term - Elimination Period (Accident) — 0 days &
Elimination Period (Sickness) — 7 days. Eligible employees may participate in the short-term
disability insurance plan for one event each year. Benefits begin on the seventh day after the onset
of a qualifying disability and may continue for up to 26-weeks at a rate of 60 percent of the eligible
employee’s pre-disability wages. The benefit may be reduced by other income benefits, disability
earnings, and the employee’s costs related to insurance benefits. All wages for short-term disability
will be paid from the employee’s budget lines as stated in the 2025 Base Pay Rate Schedule.

Refer to the Town of Bristol Employee Handbook for additional information on short-term disability
insurance offered by the Town of Bristol.

Voluntary Benefits

The Town of Bristol offers eligible regular full-time employees upon their date of hire to elect to
participate in voluntary benefits from Vimly Benefit Solutions, through the AIM Medical Trust
benefits, to include:

— Life Insurance
— Accidental Death and Dismemberment (AD&D) Insurance

The employee is responsible for paying the full biweekly premium and premiums are dependent
upon which benefit is elected. The Town of Bristol does not contribute to the premium of any of the
benefits as elected. Refer to the Plan Document for additional information on voluntary benefits.

NationWide Retirement Plans — Civilian Employees and Police Department Sworn Officers

Civilian Employees

NationWide 457 and 401(a) plans offer eligible employees of the Town of Bristol a voluntary way to
Save for their retirement through tax-deferred contributions to their own individual accounts. Eligible
employees include:

— Regular full-time employees
— Regular part-time employees

Eligible employees may participate in the 457(b)-retirement savings plan or a Roth IRA plan from
their first day of employment.

Upon hire and during an employee’s first anniversary year, the Town of Bristol will give a $1,500.00
match to the full-time employee and $750.00 to the part-time employee if they contribute to the
457(b)-retirement savings plan or a Roth IRA from the General Fund. This match will be deposited
into the employee’s 401(a) account, divided into 26 or 27 bi-weekly amounts, given the particular
year.
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After an employee’s first anniversary, the Town will contribute $2,000.00 to the full-time employee’s
401(a) account and $1,000.00 to the part-time employee’s account, divided into equal bi-weekly
portions for the remainder of the calendar year from the General Fund. Each subsequent

calendar year, the Town will contribute $2,000 to the full-time employee’s 401(a) account and
$1,000 to the part-time employee’s account, divided into 26 or 27 bi-weekly amounts, given the

particular year.

Police Department — Sworn Officers
Upon hire and during an employee’s first anniversary year, the Town of Bristol will give a $1,500.00
match to the full-time employee and $750.00 to the part-time employee if they contribute to the
457(b)-retirement savings plan or a Roth IRA from the General Fund. This match will be deposited
into the employee’s 401(a) account, divided into 26 or 27 bi-weekly amounts, given the particular

year.

After an employee’s first anniversary, the Town will contribute $3,000.00 to the full-time employee’s
401(a) account and $2,000.00 to the part-time employee’s account, divided into equal bi-weekly
portions for the remainder of the calendar year from the General Fund. Each subsequent calendar
year, the Town will contribute $3,000 to the full-time employee’s 401(a) account and $2,000 to the
part-time employee’s account, divided into 26 or 27 bi-weekly amounts, given the particular year.

The Clerk-Treasurer has been appointed as the administrator of the Plan and is authorized to make
deductions from the pay of employees who voluntarily participate, and to make such other
arrangements as are necessary to implement the plan. The Town of Bristol bears the incidental
expense of collecting the employees’ deferrals and other minor administrative expenses.

Refer to the Summary Plan Description (SPD) document for additional information on retirement
savings benefits offered by the Town of Bristol.

Vacation Benefits

Vacation benefits with pay are available to eligible employees to provide opportunities for rest,
relaxation, and personal pursuits. Elected officials are exempt from vacation benefits. Employees in
the following employment classification(s) are eligible to earn and use vacation benefits as described

in this policy:
— Regular full-time employees

— Regular part-time employees who work 30 or more hours per week

The amount of vacation benefits that employees receive each year increases with the length
of their employment as shown in the following schedule:

Years of Continuous Service

Number of Vacation Hours
Earned by
Full-Time Employees

Number of Vacation Hours
Earned by
Part-Time Employees

Upon hire or transfer into an
eligible employment classification

One-day (eight-hours) for
every two-months
(five-days or 40-hour maximum)

One-half day (four-hours) for
every two-months
(2.5 days or 20-hour maximum)
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On January 1 after an Five-days Two and one-half days
employee’s first anniversary (40-hours) (20-hours)
On the second January 1% through Ten-days Five-days
the fourth January 15t (80-hours) (40-hours)
On January 1% of years five 15-days Seven and one-half days
through nine (120-hours) (60-hours)
On January 1% in year ten 20-days Ten-days
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| and thereafter | (160-hours) | (80-hours)

Nonexempt employees may use vacation benefits in minimum increments of 15-minutes. Exempt
employees may use vacation benefits in minimum increments of four-hours. Vacation benefits are
credited for all years of continuous service for eligible employees who are on an active pay status.
Vacation benefits are not earned while an employee is in a non-paid status, e.g., leave under the
Family and Medical Leave Act (FMLA).

In the event that available vacation is not used by the end of the calendar year, the unused time will
be forfeited. In certain situations, the Town Council may approve an extension of up to 40- hours of
vacation benefits to be carried over into the next year to be used within the first 30-days of that year.
Newly hired employees may carry over up to 40-hours of vacation benefits into the next year, but it
must be used within the first 30-days of that year.

Upon voluntary termination of employment, employees will be paid for unused vacation benefits that
have been earned through the last day of work. Upon involuntary termination of employment,
employees will not be paid for unused vacation benefits that have been earned through the last day of
work.

Vacation benefits are paid at the employee's base pay rate at the time of the day off times the
number of hours the employee would normally have worked on that day. Vacation benefits are not
considered hours worked for purposes of performing overtime calculations.

Refer to the Town of Bristol Employee Handbook for additional information on vacation benefits.

Personal Leave Time (PLT) Benefits

The Town of Bristol provides personal leave time (PLT) to all eligible employees for periods of
temporary absence due to illnesses, injuries, or to take care of personal matters. Eligible employee
classification(s):

— Regular full-time employees
— Regular part-time employees who work 30 or more hours per week

Newly hired eligible full-time employees will receive PLT at the rate of one working day (eight- hours)
for every four months of employment (January 1, May 1, and September 1). Newly hired eligible
part-time employees will receive PLT at the rate of four hours for every four months of employment.
All other employees will receive five (5) PLT days on January 1% of each year. Employees will not
receive PLT if they are on unpaid leave, or on a disability leave.

PLT may be used in one-half day increments. In the event that available PLT is not used by the end
of the calendar year, it may be carried over to be used by the end of the following calendar year, or it
will be paid out. Upon termination of employment, employees will not be paid for unused PLT that
has been earned through the last day of work.

PLT is paid at the employee's base pay rate at the time of the day off times the number of hours the
employee would normally have worked on that day. PLT is not considered hours worked for purposes
of performing overtime calculations.

In the event that available PLT is not used by the end of the calendar year, full-time employees may
carry over four-days and part-time employees may carry over one-half that amount to be used by the
end of the following calendar year. Upon termination of employment, employees will not be paid for
unused PLT that has been earned through their last day of work.

Refer to the Town of Bristol Employee Handbook for additional information on personal leave time
(PLT) benefits.
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Holidays
The Town of Bristol may grant paid holidays to all eligible employees. Eligible employee
classification(s) include:

— Regular full-time employees
— Regular part-time employees who work 30 or more hours per week

Paid holidays in 2025 include the following:

Holiday Date
New Year's Day 01/01/2025
Martin Luther King Jr. Day 01/20/2025
Presidents Day 02/17/2025
Memorial Day 05/26/2025
Independence Day 07/04/2025
Labor Day 09/01/2025
Columbus Day 10/13/2025
Veterans Day 11/11/2025
Thanksgiving Day 11/27/2025
Day after Thanksgiving 11/28/2025
Christmas Eve Day 12/24/2025
Christmas Day 12/25/2025
New Year’'s Eve Day 12/31/2025

Newly hired employees are eligible to receive holiday pay as soon as their employment begins.

The holiday schedule is determined by the Town Council. However, the holiday schedule may be
amended by a Department Head, with written notice distributed to all departments within the
municipality. If the holiday falls on a Sunday, it will be observed on the following Monday. If a
holiday falls on a Saturday, it will be observed on the preceding Friday.

If a recognized holiday falls during an eligible employee's approved paid absence such as
vacation or personal leave time, holiday pay will be provided instead of the paid time off benefit
that would otherwise have applied. If an employee is absent without authorization on the
workday preceding or following a holiday will not receive holiday pay. An employee scheduled to
return from an unpaid leave on the day after a holiday, or whose leave without pay is approved
through the end of the last business day preceding a holiday will not be paid for the holiday.

All eligible civilian full-time nonexempt employees will receive the day off of work on the holiday and
holiday pay for that day off of work. Eligible civilian full-time employees who work on a recognized
holiday will receive holiday pay plus wages at a rate of time and one-half for all hours worked on the
holiday.

All eligible full-time nonexempt sworn-in Police Officers, whether or not they work on the holiday, will
receive holiday pay for eight-hours at a rate of time and one-quarter their regular rate of pay. If
eligible Police Officers work on the holiday, they will receive the holiday pay plus wages at their
regular rate of pay for all hours worked on the holiday. Overtime compensation for Police Officers
will be paid in accordance with federal and state wage and hour laws.
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Paid time off for holidays is paid at the employee's base pay rate at the time of the day off. A holiday
is considered an eight-hour day for civilian full-time employees and a four-hour day for civilian part-
time employees. Paid time off for holidays is not considered hours worked for purposes of performing
overtime calculations.

Refer to the Town of Bristol Employee Handbook for additional information on holidays.

Bereavement Leave
Employees who wish to take time off due to the death of an immediate family member should notify
their supervisor immediately. Employees in the following categories are eligible for bereavement leave:

— Regular full-time employees
— Regular part-time employees who work 30 or more hours per week

Up to five consecutive days of paid bereavement leave may be provided to eligible employees in the
event of the death of a spouse, child, parent or parent-in-law, sibling, grandparent or another resident
of the employee’s household. In the event of the death of a family member not listed above, an
employee may use vacation or personal leave time to cover the absence. In extenuating
circumstances, a Department Head may approve an extended bereavement leave.

Bereavement leave is paid at the employee's base pay rate at the time of the day off. One day of
bereavement leave is considered an eight-hour day for full-time employees and a four-hour day for
part-time employees. Paid time off for bereavement leave is not considered hours worked for purposes
of performing overtime calculations.

Refer to the Town of Bristol Employee Handbook for additional information on bereavement leave.

Jury Duty
Employees may request up to one-week of paid jury duty leave each time they receive a jury duty
summons. Employee classifications that qualify for paid jury duty leave are:

— Regular full-time employees
— Regular part-time employees
— Temporary/seasonal employees

Jury duty pay will be calculated on the employee's base pay rate times the number of hours the employee
would otherwise have worked on the day of absence. The employee shall turn in any compensation
received for the jury duty, or employees may request vacation, or personal leave time and retain any
compensation earned for jury duty.

Jury duty is paid at the employee's base pay rate at the time of the day off times the number of hours
the employee would normally have worked on that day and is not considered hours worked for
purposes of performing overtime calculations.

Refer to the Town of Bristol Employee Handbook for additional information on jury duty.

Witness Duty

If a civilian employee has been subpoenaed or otherwise requested to testify as witnesses by the
Town of Bristol, they will receive paid time for the entire period of witness duty. Any employee who
is called to testify in court by the Town of Bristol will be paid his or her normal rate of pay for the
time expended. Police officers who have been subpoenaed will receive paid time for the entire
period of witness duty plus one hour of preparation time.
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Employees will be granted time off to appear as a withess when requested by a party in a court of
law when subpoenaed to do so other than by the Town of Bristol. Employees may utilize any
available vacation, personal leave time, or compensatory time to receive compensation for the
period of the absence, however, are not required to do so.

Refer to the Town of Bristol Employee Handbook for additional information on witness duty.

Time Off to Vote

Generally, employees can find time to vote either before or after their regular work schedule. If
nonexempt employees are unable to vote in an election during their nonworking hours, the Town of
Bristol may grant unpaid time off to vote.

Refer to the Town of Bristol Employee Handbook for additional information on time off to vote.

Military Leave

A military leave of absence will be granted to employees who are absent from work because of
service in the U.S. Uniformed Services in accordance with the Uniformed Services Employment and
Reemployment Rights Act (USERRA). Advance notice of military service is required, unless military
necessity prevents such notice, or it is otherwise impossible or unreasonable. Employees will
continue to receive full pay while on leave for 15-day training assignments and shorter absences.
The portion of any military leaves of absence in excess of 15-days will be unpaid. However,
employees may use any available vacation, or personal leave time for the absence.

Continuation of health insurance benefits is available as required by USERRA based on the length of
the leave and subject to the terms, conditions, and limitations of the applicable plans for which the
employee is otherwise eligible.

Benefit accruals, such as vacation, personal leave time, or holidays, etc., will be suspended during
the leave after the first 30-days and will resume upon the employee's return to active employment.

Refer to the Town of Bristol Employee Handbook for additional information on military leave.

Business Travel Expense Policy

The Town of Bristol may reimburse employees for reasonable business travel expenses incurred
while on assignments away from the normal work location. All business travel must be approved in
advance by the Town Marshal, the Clerk-Treasurer, or the Town Manager. Civilian employees whose
travel plans have been approved are responsible for making their own travel arrangements.
Arrangements for police officers will be made by the Police Department.

When approved, the actual costs of travel, meals, lodging, and other expenses directly related to
accomplishing business travel objectives may be reimbursed by the Town of Bristol. Employees are
expected to limit expenses to reasonable amounts. Expenses that generally will be reimbursed
include the following:

— Airfare or train fare for travel in coach or economy class or the lowest available fare.

— Car rental fees, only for compact or mid-sized cars.

— Fares for shuttle or airport bus service, where available; costs of public transportation for
other ground travel.

— Taxi, Uber, or Lyft fares, only when there is no less expensive alternative.

— Mileage costs for use of personal vehicles, only when less expensive transportation is not
available, and payable at the current IRS rate cents per mile, provided the employee
demonstrates proof that he or she carries motor vehicle liability insurance as required by
law. No mileage reimbursement will be made for travel between an employee’s home and
their workplace.
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— Parking costs and highway-related tolls when an employee is entitled to claim
reimbursement for mileage (see above).

— Cost of standard accommodations in low to mid-priced hotels, or similar lodgings, to include

— room costs, associated local taxes, and necessary business-related charges.

— Reimbursement for meals at a rate of $45.00 per diem per day.

— The Town of Bristol will not reimburse employees for the purchase of alcoholic beverages
under any circumstance.

— Tips not exceeding 15% of the total cost of a meal or 10% of a ground transportation fare.

— Charges for telephone calls, fax, and similar services required for business purposes.

Personal expenses incurred in traveling are not reimbursable, including but not limited to room
service, personal telephone calls, laundry, entertainment, in-room movies, and alcoholic beverages.

Per diem rates paid in advance or by reimbursement on a claim form must document the name of the
employee, the date(s) for reimbursement, and additional details, as required.

When travel is completed, employees should submit completed travel expense reports to include
itemized receipts or other proper documentation, approved by his or her Department Head of the
actual expenses incurred to the Clerk-Treasurer. Employees should contact their Department Head
for guidance and assistance on procedures related to travel arrangements, expense reports,
reimbursement for specific expenses, or any other business travel issues. The Town Council in its
absolute and sole discretion, shall make the final determination as to whether any such claim(s) will
be paid.

Refer to the Town of Bristol Employee Handbook for additional information on business and travel
expenses.

PASSED by the Town Council of the Town of Bristol, Elkhart County, Indiana, this
__day of August 2025.

YAY NAY

Jeff Beachy, Pres.

Cathy Burke

Gregg Tuholski

Doug DeSmith

Raymond D Rentfrow

ATTEST:
Cathy Antonelli, Clerk-Treasurer, Town of Bristol, Indiana
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