
SECTION 5 
HOLIDAYS 

 

5.01 Days Observed 
 

A. The following, and any other days which the Town Commission may declare, 
are Town holidays. They shall be granted with pay to all eligible employees 
scheduled to work on such days. 

 

 

1. New Year's Day January 1 
2. Martin Luther King Day Third Monday in January 
3. Memorial Day Last Monday in May 
4. Juneteenth June 19 
5. Independence Day July 4 
6. Labor Day First Monday in September 
7. Veteran's Day November 11 
8. Thanksgiving Fourth Thursday in November 
9. Friday after Thanksgiving Fourth Friday in November 
10. Christmas Eve December 24 
11. Christmas Day December 25 
12. Two Personal Holidays 

 

B. When a holiday falls on a Saturday, the preceding Friday shall be observed 
as the official holiday for that year. When a holiday falls on a Sunday, the 
following Monday shall be observed as the official holiday. 

 

C. The Town Manager will determine when any department or operation will be 
closed to observe a holiday, and which employee shall be eligible for holiday 
leave. 

 

5.02 Eligibility for Holiday Pay 
 

A. All probationary or eligible full-time regular employees will receive eight (8) 
hours off with pay for each of the holidays earned (See Section 5.03, 
Holiday on Workday).  All probationary or regular part-time employees will 
receive four (4) hours off with pay for each of the holidays earned.  
Probationary or regular full-time firefighters on 24-hour shift schedule will 
be paid twelve (12) hours straight time as holiday pay for each holiday in 
lieu of paid time off. 

 



B. An employee must be on "Active Pay Status" (See Section 2, Definitions of 
Terms) on the regularly scheduled working day immediately prior to a holiday 
and the regularly scheduled working day immediately following a holiday in 
order to qualify for the holiday time. 

 

5.03 Holiday on Workday 
 

A. All full-time regular employees who work on the observed holiday will be paid 
holiday pay [eight (8) hours straight time] plus time worked.  All 
probationary or regular part-time employees will receive four (4) hours off 
with pay for each of the holidays earned.  Probationary or regular full-time 
firefighters on 24-hour shift schedule will be paid twelve (12) hours straight 
time as holiday pay for each holiday in lieu of paid time off. 

 

B. An employee who is scheduled to work on the day observed as a holiday and 
calls in sick will be charged with sick leave. 

 

5.04 Holiday on Leave Day 
 

A. Holidays which occur during annual or sick leave shall be charged to holiday 
leave and not to annual or sick leave. 

 

B. When a holiday falls within a leave without pay absence period, the 
employee shall not be paid for the holiday. 

 

5.05 Sick Leave Before or After a Holiday 
 

Employees calling in sick the day before or the day after a holiday will not be 
compensated for the holiday. 



 
 

SECTION 6 
ANNUAL LEAVE (VACATION) 

 

6.01 Eligibility and Rate of Earning 
 

A. Part-time, emergency and temporary employees shall not earn annual 
leave.  Regular full-time employees will accrue annual leave as follows: 

 

_________________________________________________________________  

GENERAL EMPLOYEES 

_________________________________________________________________  

LENGTH OF 
SERVICE 

MONTHLY 
ACCRUAL 

ANNUAL 
ACCRUAL 

DAILY 
EQUIVALENT 

0 YEARS 

THROUGH 1st 

ANNIV. 

4 Hours 48 Hours 4 Days 

DAY AFTER 2nd 

ANNIV. THROUGH 

3rd ANNIV. 

8 Hours 96 Hours 12 Days 

DAY AFTER 3rd 

ANNIV. 
.7 Hours per 
Month for each 
Additional Year 
of Service 

8.4 Hours 1 Day and .4 Hour 

MAXIMUM 
ALLOWED PER 
MONTH 

1.7 Days of 
Annual Leave 
per Month 

 20 Days and .4 Hour 

 

_________________________________________________________________  

FIRE EMPLOYEES 

_________________________________________________________________  

LENGTH OF 
SERVICE 

MONTHLY 
ACCRUAL 

ANNUAL 
ACCRUAL 

WORKING SHIFT 
PER YEAR 

0 YEARS 
THROUGH 5th 

ANNIVERSARY 

10 Hours 120 Hours 5 Shifts 

DAY AFTER 5th 

ANNIVERSARY 
THROUGH 10th 

14 Hours 168 Hours  7 Shifts 



 
 

ANNIVERSARY 

DAY AFTER 10th 

ANNIVERSARY 
THROUGH 15th 
ANNIVERSARY 

18 Hours 216 Hours 9 Shifts 

DAY AFTER 15th 
ANNIVERSARY 
THROUGH 20th 
ANNIVERSARY 

20 Hours 240 Hours 10 Shifts 

DAY AFTER 20th 
ANNIVERSARY 
THROUGH 25th 
ANNIVERSARY 

24 Hours  288 Hours 12 Shifts 

DAY AFTER 25th 
ANNIVERSARY 
AND BEYOND 

25 Hours 300 Hours 12.5 Shifts 

 

 

\ 

 

B. Annual leave is computed on the Town employment anniversary date for 
each employee. 

 

6.02 Charging Leave 
 

A. Annual leave will be charged in increments of no less than two (2) hours. 
 

B. Holidays which occur during the period selected by the employee for annual 
leave shall be charged against holiday leave and not to annual leave (See 
Section 5.04, Holiday on Leave Day). 

 

C. Leave may only be taken as it is earned on a monthly basis. 
 

6.03 Request for Leave 
 

A. Annual leave may be taken only after approval by the Department Director. 
Supervisors will arrange vacation schedules and re-allocate duties on such a 
basis as to cause minimum interference with the normal functions and 
operations of the department. 



 
 

 

B. Annual leave may be used only as earned. In emergency or hardship 
situations, the Town Manager or Department Director may approve an 
employee’s request for leave in advance of having earned such leave not to 
exceed forty (40) hours. If the employee is unable to reimburse the 
advanced vacation time due to termination of employment, the balance due 
will be deducted from the employee’s final pay. 

 

C. Annual leave may be carried forward after an employee’s anniversary hire 
date not to exceed more than eighty (80) hours. However, any earned leave 
in excess of eighty (80) hours accrual will be forfeited at the anniversary hire 
date. 

 

D. Department Director’s request for annual leave will be presented to the Town 
Manager for approval. 

 

E. Family Medical Leave (FMLA) may be paid, unpaid or a combination of paid 
or unpaid, as provided in Section 9.12 of the Town’s Personnel Policy 
Handbook and by the Family and Medical Leave Act (FMLA) of 1993. If the 
employee has accrued sick leave and/or annual leave, the employee must 
first use accrued sick leave and/or annual leave and then may take the 
remainder of the approved FMLA leave as unpaid. 

 

6.04 Accumulation During Leave 
 

Credit for annual leave shall not accumulate during any leave of absence without 
pay or during any layoff. Annual leave shall continue to accumulate during a leave 
of absence with pay, during lost time due to an on-the-job injury, or during an 
authorized annual leave. 

 

6.05 Use 
 

Annual leave may be granted for the following purposes: 

 

A. Vacation. 
 

B. Absences for transacting personal business that cannot be conducted during 
off-duty hours. 

 

C. Religious holidays other than those designated by the Town as official 



 
 

holidays. 
 

D. For uncovered portions of absences due to medical reasons once sick leave 
has been exhausted. 

 

E. Any scheduled absence from work not covered by other types of leave 
provisions established by these policies. 

 

F. For the purposes of vacation, no employee will be allowed to use more than 
eighty (80) hours of leave consecutively or be absent from work more than 
two (2) consecutive weeks, whichever is greater. 

 
 

6.06 Unused Annual Leave 
 

When termination occurs following the first (1st) employment anniversary date, employees 
will be compensated for vacation leave earned and unused at the date of termination of 
employment at the employee’s current pay rate not to exceed eighty (80) hours. 



 
 

SECTION 7 
SICK LEAVE 

 

7.01 Eligibility and Rate of Earning 
 

A. Sick leave is provided as a benefit to employees. This benefit allows 
employees to receive compensation while absent from work on medical leave 
in accordance with the provisions of Section 7.04, Use. Specifically, this 
benefit is intended to assist the employee during extended periods of time 
that an employee is absent from work on medical leave. Each Probationary or 
Regular Full-Time employee will earn sick leave at a rate of 8.0 hours per 
month.  Probationary or regular part-time employees will earn sick leave at 
a rate of 4.0 hours per month.   Probationary or Regular Full-Time 
firefighters on 24-hour shift schedule will earn sick leave at a rate of twelve 
(12.0) hours per month. 

 

 

 

 

B. Sick leave may be taken during the employee's probationary period. 
However, in the event the employee resigns or is otherwise terminated 
before the end of the probationary period, any sick leave taken will be 
reimbursed to the Town by deduction from the employee's final pay. 

 

C. Sick leave will not be granted in advance of accrual. 
 

D. Sick leave will not be considered as time worked for overtime computation. 
 

7.02 Charging Leave 
 

A. Sick leave will be charged in one (1) hour minimum increments. 
 

B. Should a holiday occur during sick leave, the holiday shall be charged to 
holiday leave (See Section 5.04, Holiday on Leave Day). 

 

7.03 Request for Leave 
 

A. To receive compensation while absent on sick leave, the employee shall 
notify his/her immediate supervisor or Department Director in accordance 
with department regulations. An employee in a unit operating on a twenty- 



 
 

four (24) hour basis must notify the department within a time limit established 
by the department. This provision may be waived by the Department 
Director if the employee submits evidence that it was impossible to give such 
notification. 

 

B. The Department Director may request a physician's certificate to verify the 
illness of any employee on sick leave. 

 

C. An employee who has exhausted sick leave but must be absent due to a use 
stated in Section 7.04, must use annual leave for the duration of the use or 
request Leave Without Pay in accordance with provisions of Section 8.08. 

 

D. An employee who has exhausted annual leave but must be absent due to a 
use stated in Section 7.04, must request Leave without Pay in accordance 
with the provisions of Section 9.08 or the employee may be subject to 
termination. 

 

E. Family Medical Leave (FMLA) may be paid, unpaid or a combination of paid 
or unpaid, as provided in Section 9.12 and by the Family and Medical Leave 
Act (FMLA) of 1993. If the employee has accrued sick leave and/or annual 
leave, the employee must use accrued sick leave and/or annual leave first 
and then may take the remainder of the approved FMLA leave as unpaid. 

 

7.04 Use 
 

Sick leave may be granted for the following purposes: 

 

A. Personal injury, pregnancy, or illness of the employee. 
 

B. Medical, dental, optical or chiropractic examination or treatment when it is not 
possible to arrange the appointment during off-duty hours. 

 

C. Exposure to contagious disease which would endanger others as determined 
by a physician. 

 

D. Illness of a member of the employee's immediate family which requires the 
personal care and attention by the employee (See definition of Immediate 
Family in Section 2, Definitions of Terms). 

 

7.05 Accrued Leave 



 
 

 

There is no limit on the amount of sick leave an employee may accrue. 

 

7.06 Unused Sick Leave 
 

Unused sick leave will not be paid to separating employees. 

 

7.07 Sick Leave Bank 
 

The Town may establish and implement a Sick Leave Bank that may be amended 
by Resolution. 



 
 

SECTION 8 
MISCELLANEOUS LEAVES 

 

8.01 Funeral Leave 
 

A. All full-time employees will be eligible to receive paid funeral leave of up to 
three (3) days for an in-town funeral or up to five (5) days for an out-of-town 
funeral for an immediate family member (See definition of Immediate Family, 
Section 2, Definitions of Terms) and upon approval of the Department 
Director. 

 

B. The employee may be required to provide proof of death in the immediate 
family before compensation is approved. 

 

C. If additional time off is necessary to attend a funeral of an immediate family 
member, annual leave may be used. 

 

C.  If the employee wishes to attend the funeral of someone outside his/her 
immediate family, annual leave or leave without pay may be granted. 

 

8.02 Special Leave 
 

A. In the case of a serious illness, injury, or temporary care of the employee’s 
immediate family requiring the employee’s attendance, the employee’s 
Department Head may grant up to two days of special leave per year. 

 

B.  A Department Head may require verification of the employee’s relationship 
and reason for leave. 

 

8.03 Court Leave 
 

A. An employee attending court as a witness on behalf of a governmental 
agency or for jury duty during their normal working hours shall receive leave 
with pay at their regular rate for the hours, they attend court. 

 

B. All regular full-time employees subpoenaed to attend court on behalf of the 
Town are eligible for leave with pay. Those employees who become plaintiffs 
or defendants in personal litigation are not eligible for leave with pay, 
however, annual leave or leave without pay may be granted. 

 



 
 

C. Employees who attend court for only a portion of a regularly scheduled 
workday are expected to report to their supervisor when excused or released 
by the court. 

 

D. Employees required to attend court as stated in “A” above and are on 
scheduled annual leave may be allowed to take additional leave with pay at a 
later date for that court time. 

 

E. Fire Department employees who attend court on behalf of the Town during 
off-duty time may receive compensatory time off and may receive the normal 
witness fees. 

 

F. All court attendance must be verified before an employee is compensated. 
Monies received from court appearances will be turned over to the Town, 
except for travel pay and as shown in “E” above. 

 

8.04 Conference Leave 
 

An employee may be granted leave with pay to attend professional and technical 
institutes, conferences or other meetings which contribute to the effectiveness of the 
employee's service. All such leave and travel expenses will be subject to the 
approval of the Town Manager. 

 

8.05 Military Leave 
 

A. An employee who is a member of the United States Armed Forces Reserve 
or the Florida National Guard, upon presentation of a copy of the employee's 
official orders or appropriate military certification for periods engaged in 
annual field training or other active duty, shall be entitled to leave without loss 
of pay, time or efficiency rating. 

 

B. Such leave with pay shall not exceed seventeen (17) calendar days in any 
year. 

 

C. An employee who is a member of the military reserve and has been called 
into active military service, as defined in Section 115.08, Florida Statutes, 
shall receive the first thirty (30) days of leave with full pay. 

 

D. A copy of the official orders or appropriate military certification shall be filed in 
the employee's personnel file. 

 



 
 

8.06 Civil Disorder or Natural Disaster 
 

A. Employees who are members of a volunteer fire department, police auxiliary 
or reserve, civil defense unit or other law enforcement-type organization may 
be granted leave with pay upon approval by the Town Manager when called 
on to perform duties in times of civil disturbances, riots, and natural disasters. 

 

B. Normally the leave should not exceed two (2) days on any one occasion. 

 

C. The Town will reimburse the employee for their difference between the 
Military pay and their regular Town pay during the approved period of 
service. 

 

8.07 Examinations 
 

An employee may be granted leave with pay for the purpose of taking examinations 
that will upgrade their qualifications. The examination should be related to the 
employee’s present job and approval must be received from the Town Manager. 

 

8.08 Leave without Pay 
 

A. The decision to grant a leave without pay (leave of absence) will be at the 
discretion of the Town Manager. 

 

B. The following provisions apply to leave without pay: 
 

1. An employee granted a leave without pay must keep the department 
informed of his/her current activity and current address. 

 

2. An employee who obtains either part-time or full-time employment 
elsewhere while on an authorized leave without pay is required to 
notify the department in writing within three (3) days of accepting such 
employment. 

 

3. Failure to comply with all the leave without pay policy requirements 
will result in the employee being dropped from leave of absence 
status, in which case he/she must return to duty or be discharged. 

 

4. Any employee granted leave without pay shall contact the Department 
Director at least two (2) weeks prior to the expiration of the leave to 



 
 

facilitate the reinstatement process. 
 

5. Failure to return to work at the expiration of the leave shall be 
considered as a resignation. 

 

6. Sick leave, annual leave or holiday leave will not be earned by an 
employee for the time that the employee is on leave without pay. 

 

C. Employees wishing to continue their insurance coverage must pay both 
individual and family premiums while on leave without pay. 
 

8.09 Disability Leave (Accident Leave) 
 

A. Employees of the Town who are injured on the job are eligible for 
Worker’s Compensation. 

 

B. The employee is not entitled to un-accumulated sick days and vacation 
days. 

 

C. Employees who exceed one week on Disability and Accident leave will be 
placed on Family Medical Leave retroactive to the date of injury, if eligible, 
otherwise employee may be placed on leave without pay at the discretion 
of the Town Manager. 

 

8.10 Maternity Leave 
 

A. Federal guidelines on gender discrimination provide that maternity related 
absences may be considered and treated as a temporary disability. Disability 
caused or contributed to by pregnancy, miscarriage, abortion, childbirth, and 
recovery therefrom is, for all job-related purposes, temporary disability. The 
sick leave plan shall be applied to disability due to pregnancy or childbirth on 
the same terms and conditions as it is applied to other temporary disabilities. 

 

B. Maternity leave is a period of approved absence for incapacitation related to 
pregnancy and confinement. Maternity leave may be charged to sick leave 
or to any combination of sick leave, annual leave and leave without pay. 

 

C. The time when a woman on maternity leave should return to work will be 
determined on an individual basis and will generally depend on the physical 
nature of the work, the needs of the Town and the results of professional 
medical guidance. 



 
 

 

D. An employee will be allowed to continue working so long as the conditions of 
the pregnancy do not adversely impair her work performance or health as 
determined by the Town with physician, and employee input, and on the 
needs of the Town. 

 

E. The date on which the employee shall return to work following maternity 
leave shall be based on a medical statement from a certified physician 
stating that she is physically and mentally able to perform normal duties of 
her position with full efficiency. 

 
 

8.11 Voting Leave 
 

During a primary or general election, an employee who is registered to vote and 
whose hours of work do not allow enough time for voting shall be allowed the 
necessary time off with pay for this purpose. When the polls are open two (2) hours 
before or two (2) hours after their regularly scheduled work period, it will be 
considered sufficient time for voting. 

 

8.12 Family and Medical Leave 
 

A. The Town of Dundee may grant up to twelve (12) weeks of Family and 
Medical Leave during each calendar year to eligible employees, in 
accordance with the Family and Medical Leave Act of 1993 (FMLA). To be 
eligible the employee must have worked for the Town of Dundee for at least 
twelve (12) months and have worked at least 1,250 hours during the twelve 
(12) month period immediately before the requested leave date. The 
employee is entitled to FMLA for one of the following reasons: 

 

1. The birth and care of a child [leave completed within one (1) year of 
birth]. 

 

2. The placement of a child with an employee for adoption or foster care 
[leave completed within one (1) year of placement]. 

 

3. The care of a spouse (legally married), child or parent with a serious 
health condition. 

 

4. The serious health condition of the employee. A serious health 
condition is defined as a condition which requires inpatient care at a 



 
 

hospital, hospice or residential medical care facility, or a condition 
which requires continuing care by a licensed health care provider. 
Voluntary cosmetic treatments which are not medically necessary are 
excluded unless inpatient hospital care is required. Treatment for 
substance abuse is included when inpatient care is required. 

 

B. Family and Medical Leave time in excess of twelve (12) weeks may be 
requested and considered on a case-by-case basis with due consideration 
being given to individual circumstances; however, leaves of absence will not 
exceed beyond a six (6) month period. 

 

C. Eligible employees may take family and medical leave in consecutive weeks 
or use the leave intermittently. Leave for birth or adoption, or foster care of a 
child must be taken within one (1) year of the birth or placement of the child, 
and the Town and the employee must mutually agree to the schedule before 
the employee may take the leave intermittently or work a reduced hourly 
schedule. 

 

D. An employee requesting leave under this policy must submit the request in 
writing to his or her immediate supervisor with a copy to the Department 
Director. Except where leave is not foreseeable, the employee must give the 
Town thirty (30) days notice of the requested leave. If it is not possible to 
give thirty (30) days notice, the employee must give as much notice as is 
practicable. 

 

E. An employee requesting leave for the care of his or her spouse, child, or 
parent with a serious health condition or for the employee's serious health 
condition, is required to supply written certification of the serious health 
condition stating the date the condition began, diagnosis and the probable 
duration of the condition. If the leave is for the employee's serious health 
condition, the health care provider must state the employee is unable to 
perform assigned job duties. 

 

F. The completed leave of absence request and, if appropriate, the medical 
authorization is to be forwarded to the Department Director and Town 
Manager for consideration of approval. 

 

G. Family and Medical Leave may be paid, unpaid or a combination of paid and 
unpaid. If the employee has accrued sick leave and/or annual leave the 
employee must use accrued sick leave and/or annual leave first and then 
may take the remainder of the approved FMLA leave as unpaid. 

 



 
 

H. An employee who takes leave under this policy will be able to return to the 
same position or a position with equivalent status, pay, benefits, and other 
employment terms. The position will be the same or one which entails 
substantially equivalent skill, effort, responsibility, and authority. 

 

I. Employees who exceed one week of sick leave for an unforeseeable 
qualifying illness will be placed on Family and Medical Leave retroactive to 
the date of illness. 

 

8.13 School Visitation Leave 
 

A. An employee will be provided up to one (1) day of unpaid leave per school 
year to attend the primary or secondary school conferences or classroom 
activities related to the employees’ children that cannot be scheduled 
during non-work hours. No more than four (4) hours of the one (1) day  of 
leave may be taken on any one day. If an employee wishes to make up 
the time taken off, then the Town will make a good faith effort to allow the 
employee to do so. 

 
B. An employee must exhaust all earned and accrued, paid vacation, and 

holiday leave before requesting school visitation leave. An employee also 
must give the Town seven (7) days notice prior to taking the leave. If it is an 
emergency, then an employee must provide only twenty-four (24) hour notice 
to the Town. After completion of the school visit, an employee may be 
required to submit to the Town written verification that the visit occurred. 


