4.0 COMPENSATION
4.1 Pay Guidelines and Procedures

The Town Administration is responsible for administering payroll and benefits, including receiving
and resolving employee questions and problems concerning compensation.

4.2 Work Week

A regular work week is a fixed and regularly recurring period of 168 hours — seven consecutive 24-
hour periods designated as the official work week for each employee. Unless otherwise designated,
this period will be from 12:00 a.m. Sunday through 11:59 p.m. the following Saturday. Employee
work schedules may be flexible with approval by the immediate supervisor.

The Police and Fire Departments operate on a 14-day work period from 12:00 a.m. Sunday through
11:59 p.m. the following Saturday (13 days later).

4.3 Pay Schedule

Employees are paid every other Friday. When the pay day falls on a holiday, payroll deposits
will typically be provided the day before the holiday.

4.4 Out of Class Pay

An employee temporarily assigned outside of their regular position shall be paid at the
appropriate rate for the temporary assignment, after fourweeks of serving such assignment,
until he or she returns to his or her former position.

4.5 Deductions

Federal and state income taxes and social security contributions are automatically deducted from
employee paychecks as required by law. Additionally, the following employee benefit deductions
may be authorized in writing by individual employees:

» Employee contributions for medical, dental, or vision insurance;
*  Employee contributions toward a retirement plan;
* Police and Fire deductions for FPPA and/or association membership fees.

4.6 Garnishment

A garnishment is a legally required deduction of a specified sum from an employee's wages to
satisfy a creditor. If the Town is required to garnish an employee's wages, the garnishment will be
made in accordance with the law.

4.7 Direct Deposit

The Town requires employees to have their paycheck deposited directly into their account at a
financial institution of their choice. Employees shall authorize in writing the direct deposit of their net
earnings with a designated financial institution, and Upen-the-authorization-of- direct-depositby-any-
employee; the employee's net earnings are deposited with the designated institution until such
authorization is modified in writing.



