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fHB PIOPl. I or THI CITY OP' ALBANY DO ORDAIN AS FOILOWSz

tion 1. vacation !!!! aperond leave. ill monthly employus of
theity ot ilb& av will be entitled to a two-calendar week vacation each
full ·twelve 1110ntha, dating from the date of their employment. The

vacation period may be taken at one time or it may be taken a ever& l

day1 at a ti•, H . it so fit!j the work pr~ram of the department

affected. In any event the vacation ti.me is to be determined by the

department head and the City Manager. Anyarned vacation muat be taken

within 1ix months after earned vacation period, or earned vacation must

be forfeited. 

a) Vacation• are coneidered to be an asset for the employee and it

11 given by the City in order to permit the emplo19e to rest from hie

routine duties and return to work relaxed, \ ltth a fresh outlook• Therefore, 

it ia not permitted to pay an• mpl oyee for vacation time unleu the vacation

1e actll& l.l.y t &ken. No employee can work for the City in the plai:e of another

employee of the City while s& id 1111ployee is receiving pa;,y· for a vacation

period. 
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Ill ill vacation achedulea are to be prepared by the responsible

department head in such manner that departqiental functions will not be

interfered with too much and also to suit the convenience of the employee

when possible. 

Vacations may be accrued only i n times of emergency. Such requests

must be preaen·ted i n wri ting by t he department head to t he City Manager. 

lpproval of such request by t he City Manag er ld.11 be in writing for future

reference; such approved request will be entered i nto the personnel records. 

Upon voluntary severance from the servi ce o.f the City, an employee

is not entit l ed to receive payment for any unused vacation a ccwnul.atiolli •• 

Section 2. fil£!. Leave. All employees after completing their six months 1

probationary period, are entitled to one lC>rking day o! sick leave for e& oh

month wrked. Earned sick leave i s computed on a continuous basis and may

be accUllll.ll.ateq to a ma: x.imum of thirty ( 30 ) days. In t he event of an ex -

tended Ul.ne11 ! or a.n employee of long tenure who has not had to use his

sick lean, may AJ>{>•& l to 1he City Mana ger for an extension beyond the

maximum thirty ( 30) daya' accumulation allowed. In such cases t he City

Manager will prHent a complete report compiled from the employee' s personnel

record and prHent to the City Counci l at the time of the request. 

a) It an e mployee ia abeent becaUBe of i llness, he is requ ired to

notify th• department head or his immediate superior of such illness by

the . tart or ahitt time. The dep& rtment head may require proof of sickness

by a do~tor'• atat•• nt or by personal visit. All absences d\.119 to sickness
muet be ·reported to the dep,. rt.ment head before the end ot each payroll period. 

ill a:iclc leav.• a b••• nc•• muet b• ·recorded on the employee 1 s personnel record. 

Violatiou o' t 1:1:ck leave prl,.vileges will result in disciplinary action arrl

loaa ot pay. Upon HT•rance from the service of the Ci ty, an employee i s

not 911tit.'led to receive payment for any unused s:1,ck leave accumulation. 

SectH.on). Lean 2L abHnC• without 2!.t• Lean wit.pout pay may be
granted & nT mploy•• ot t lw City i! 1uch leave 18 reque1ted by th• employee. 

Inatanc•• in which leave without pay i• justified arec

t

1. Illneaa \ lhere accuaulated sick leave has been used. 
2 •. An extension ot time on a vacation if, in the opinion of the department

head., additional time can be allowed without detriment to the service

or the tldepartmen~. 

Leave• of abeence without pay should not exceed thirty (30) days' duration. 
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S.ot19n It• . Lon 2'. Ab•• nct ~ ?! Lt. Special leave with pq maybe
grant. ed by th• &ppOI' ntlng author! tiee or the City Manager tor • ployeea to

attend profeHional conference• and meetinge or to visit othercitiH in the

intenet of th• Cit7, lllhere authorised by the appointing authorities or tor
other juetitiable r ... ona & ppl'O\'ed by the City Manager, not to exceed fifteen
15) d&; ye. 

Section S. InJurx Lean. ! mployees of the City of Albany are protected
by Sta- te Induatrial Accident Insurance. When an employee ia injured in the

performance or hi• dutiee, the employee receives compensation benefits from
the State Induetrial Accident Insurance. 

a) Procedure in the event of injury. A report should be imde tot ha

anployeo'e i.lunediate supervisor who will complete an injury form provided

by the City Recorder. Reports o! injury are mandatory for eligibility to

receive benefits. When the employee returns to work, report of such return
is made to the City Recorder. 

Section 6. Unauthorized leave. Any leave of absence from work taken

upon lhe initiative or any City employee without. prior authorization from the

department head or the City Manager will be a basis for immediate dismissal

when such leave is found to be unwarranted or detrimental to the municipal

eervice. 

Section 7. Ott-the-Job Activities. During the snployee 1a work day he

is expected to devote his full time i n the performance of hi.s assigned duties

as a City employee. Any outside work or part-time job, hobbies, or personal

businees muet be per! crmed o n the an ployee' e own time with the limita.tion that

such outside a ctivities must not interfere in any man.Der with his per! ormmce, 

efficiency or alertness in executing his work and respona) biliti~s on the

City job. 

Section Overtime. The City will rot pay ex ra compens ation for over-

time work, e xcept in unusual situations where an emer genc exists or is deemed

necessary to work on an official holiday . I n most i nstances it will be feasible

to compensate for a.ertime W'it h time off during slack periods. Any payment

for overtime will be made at full time rate only . 

Section 9. Holidays . Holidays observed by the Cit of Albany are those

set forth by State law. If a holl ay occur ~ durin an employee' s vacation, 

such holida is considered to be a part f the vacation and no ex:tra day wlll

be al.lowed. Holidays other than the above may be granted onl by specir.ic

approval of the C,i.ty Council. In t hose instance s where it. is necessary for

employees to work on authoriz4'd ho lidays, su::h work may be construed a s over-

time and shall be compe nsated by time ft!, as provided in Section 8 . This

section dQea no't affect the regular firemen or policem n as t o holidays arxl

does not apply to the personnel of the Police and Fire Departments. 

Section 10. ~ 1 ordinances or parts of ordinances i n conflict herewit h

are hereby repealed. 

Section ll• &neuency . Wher as the peace, health aOO. ea.fet of the

paople of tbe City ot llbany re~uired that this ordi.na.nc e shall become

iminediatel1 et. teqtive, therefore an emergency is hereby declared to exist

and thie ordinance ah& ll become in full force and effect immediately upon

ite tin&l paaeage by Ute council and approval by the Mayor. 
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