
TOWN OF MILLIKEN
RESOLUTION NO. 18- 30

A RESOLUTION OF THE TOWN OF MILLIKEN BOARD OF TRUSTEES
AMENDING AND REVISING THE EMPLOYEE HANDBOOK APPLICABLE TO

EMPLOYEES OF THE TOWN OF MILLIKEN

WHEREAS, the Board of Trustees of the Town of Milliken adopted personnel policies in
the form of an Employee Handbook via Resolution 17- 35, effective December 17, 2017

Employee Handbook"); and

WHEREAS, Resolution 17- 35 expressly stated that the Town reserves the right to
interpret, amend, change, or rescind any and all provisions, procedures, or benefits in the Employee
Handbook at any time; and

WHEREAS, Town staff recommends that certain provisions in the Employee Handbook
concerning the carry over of accrued vacation into the following calendar year and the payout of
same to employees upon separation of employment should be revised to reflect the amount of
vacation that can be accrued annually; and

WHEREAS, the Board of Trustees desires to amend the Employee Handbook concerning
the carry over of accrued vacation time and payment for accrued vacation time upon separation of
employment as set forth herein; and

WHEREAS, nothing in the Employee Handbook, as amended, or this Resolution is
intended to modify the Town' s at -will employment policy. 

NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF TRUSTEES OF THE
TOWN OF MILLIKEN THAT: 

Section 1. Amendment of Section VILA of Employee Handbook Concerning Carry Over
of Vacation. The subsection entitled " Carry Over" found within Section VILA. ( Vacation
Benefits) of the Employee Handbook is hereby amended and revised to state as follows: 

Employees may carry over a maximum of one year of accrued and unused vacation time
to the following calendar year. Employees may request in writing permission to carry over
accrued, unused vacation time in excess of this one-year maximum (" Excess Carry Over
Leave"). The Town Manager may, in his or her sole discretion, approve a request for
Excess Carry Over Leave upon a determination that extenuating circumstances warrant the
exception. Excess Carry Over Leave in an employee' s account on January 31 of the
following calendar year shall be forfeited without compensation. 

Section 2. Amendment of Section IX.A of EmMovee Handbook Concernin Payment for
Vacation UDOn Separation of Employment. The third bullet point in the fifth paragraph in
Section IX.A (Separation from Employment — Voluntary and Involuntary Terminations) of the
Employee Handbook is hereby amended and revised to state as follows: 



A lump sum payment of any accrued but unused vacation time up to 160 hours. 
NOTE: Vacation accrued during probationary period is not " earned" and is not payable if
probationary period is not completed successfully. 

Section 3. Employment At -Will. Nothing in this Resolution or the Employee Handbook, as
amended, is intended to modify the Town' s at -will employment policy. 
Section 4. Severability. If any part or provision of this Resolution is adjudged to be
unenforceable or invalid, such judgment shall not affect, impair, or invalidate the remaining
provisions of this Resolution, it being the intention of the Board of Trustees that the various
provisions hereof are severable. 

Section 5. Repeal. All acts, orders, and resolution, or parts thereof, of the Board of Trustees
that are inconsistent or in conflict with this Resolution are hereby repealed to the extent only of
such inconsistency or conflict. 

Section 6. Effective Date. The provisions of this Resolution shall take effect immediately. 
ADOPTED AND APPROVED this 12' day of September, 2018. 

Beau Woodcock, Mayor

ATTEST: 

C yl L. Powell, wn Clerk
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VII. A. Carry Over. 
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Epees may carry over a maximum of one year of accrued and unused vacation time to the following
calendar year. Employees may request In writing permission to cam over accrued unused vacation time
in excess of this one-year maximum (" Excess Carry Over Leave") The Town Manager may, in his or her
sole discretion approve a request for Excess Carry Over Leave upon a determination that extenuating
circumstances warrant the exception Excess Carry Over Leave in an employees account on January 31
of the following calendar year shall be forfeited without compensation

IX. SEPARATION FROM EMPLOYMENT

A. VOLUNTARYAN® INVOLUNTARY TERMINATIONS

An employee may separate from employment by resignation, layoff, disciplinary termination, or
retirement. The Town requests at least fourteen ( 14) days advanced written notice for all resignations. 

The Town reserves the right to layoff or furlough employees for reasons of efficiency, economy, lack of
work, or for such other reason as the Town deems sufficient. 

All separated employees are required to return all property owned by the Town ( e.g., vehicles, computers, 
keys, uniforms, identification badges, credit cards) prior to their departure. By employee' s signature on
the acknowledgement page of this Handbook, employee authorizes the Town to deduct from
employee' s final pay the value of any unretumed property or money belonging to the Town. 
The Town may ask separating employees to participate in a voluntary exit interview, which will allow the
Town to resolve administrative matters, answer questions about continuation of benefits, and listen to
comments or ideas about improving the Town' s operations. 

When an employee' s employment with the Town is terminated, the employee will receive the following
compensation: 

Regular wages for all hours worked up to the time of termination, which have not already been
paid ( minus any outstanding debt to the Town). 

Any overtime or compensatory time ( if qualified). 

A lump sum payment of any accrued but unused vacation time up to fx EAG hours. NOTE: 

Vacation accrued during probationary period is not " earned" and is not payable if probationary
period is not completed successfully. 



Resolution 18-30

Employees who leave employment in good standing will also receive a lump sum payment equal
to a percentage of any unused sick time at the current rate of pay at the time of separation as
follows: 

Years of Service Percentage of sick Time

1- 3 10% 

4-6 15% 

7- 10
20% 

11 or more 25% 

Retirement after 5 or more years 30% 

For purposes of this Section iX.A., " good standing" means that the employee did not have any pending
disciplinary matters or resign in lieu of termination. 

All separated employees should consult with the Finance Director regarding final payment and
continuation of benefits. Federal and state law provides eligible individuals with the option to continue
medical insurance coverage under the Town' s policy, at their own expense and for a certain period of
time, upon the termination of employmentas well as in other circumstances. For more information please
contact the Human Resources Director. 


