VACATION LEAVE                                                                                             SECTION 6.02
(Rev. 01/19/2022, Rev. 11/20/2024)

A.        Full-time Township employees shall be credited with paid vacation according to the following schedule:

After 1 year of completed service      80 hours vacation (equivalent to 2 weeks)
After 5 years completed service        120 hours vacation (equivalent to 3 weeks)
After 10 years completed service      160 hours vacation (equivalent to 4 weeks)
After 15 years completed service      200 hours vacation (equivalent to 5 weeks)

Vacation credit is calculated based upon a forty (40) hour workweek for regular, full-time employees (and administrative Fire Department employees) or on a forty-eight (48) hour workweek for most fire fighting personnel.  Such 48-hour employees shall be credited the equivalent number of vacation hours to represent the appropriate number of weeks due.

B.         Part-time, seasonal, or temporary employees are not entitled to vacation.

C.         One (1) year of completed service shall be computed on the basis of 2,080 hours for 80 hour employees or 2,496 for 48 hour employees in active pay status.  After completing their initial new-hire probationary period, all employees will be credited a partial vacation accrual of forty (40) hours during the pay period in which the employee’s probationary period ends. The remaining vacation accrual less the partial forty (40) hour accrual will post on the employee’s anniversary date of one (1) full year of employment. Credit for vacation shall be prorated based upon the hours actually worked, excluding overtime.  Hours worked includes hours in holiday, vacation and comp time off, but does not include sick leave, unpaid leave, or time spent on wage continuation for an injury. After the vacation accrual on the completion of the first year of employment, subsequent vacation accruals thereafter will occur when the pay period of January 1st is processed.

D.        Vacation leave shall be taken by an employee during the year in which it is credited, unless approved by the Employer, in which case vacation may be carried over and must be taken during the next calendar year.

E.         An employee is entitled to compensation, at his/her current rate of pay, for unused vacation credit at the time of separation from employment.

F.         Vacation leave will not be granted for call-in assignments, except in extenuating circumstances to be determined by the department head.

G.         Employees who encounter sickness while on vacation will be required to furnish a doctor's certificate for any time which is to be converted from vacation to sick leave. 

H.        For purposes of calculating vacation leave, prior years of continuous service in full-time employment with a State of Ohio Public Employer will be credited at the rate of one (1) year of service for each completed year worked. Only full years of continuous service will be counted.




SICK LEAVE                                                                                                         SECTION 6.03

A.        Sick Leave

This policy is for all Hamilton Township employees who have completed their new hire probationary (orientation) period.  This policy does not apply to employees who are in the probationary period whose absences are viewed to be unacceptable and may be terminated without processing through the formal disciplinary process.

1.         Definitions

            Absence:  Any absence of more than one (1) hour of a scheduled work shift.

            Scheduled Absence:  Absences that have been pre-arranged and approved by the supervisor prior to the date of absence are considered a scheduled absence.  Although jury duty and funeral leave cannot always be scheduled, for the purpose of this policy, they will be considered scheduled absences.  In addition, approved Family Medical Leave, approved Military Leave, and approved Workers’ Compensation leave is considered a scheduled absence.  Scheduled absences are not counted for the purpose of performance counseling.

            Unscheduled Absence:  It is considered an unscheduled absence when employees are not at their work areas as scheduled or expected and are absent more than one (1) hour of a scheduled shift without making previous arrangements in accordance with the guidelines outlined.  Unscheduled absences are counted for performance counseling purposes.

            Tardiness/Punctuality:  Tardiness is unscheduled time missed up to one (1) hour of a scheduled shift.  This includes failure to report to work at the expected time, reporting back to work late from meal periods or work breaks or leaving a shift prior to the scheduled shift ending time.  Tardiness absences are counted for performance counseling purposes.

2.         General Provisions

            All regular, full-time employees are allowed paid sick leave in accordance with the following provisions:

a.         Active employees will accrue up to four (4) hours of sick leave each bi-weekly pay period based upon hours in active pay status in the Township, unless otherwise stipulated in a Union agreement.

b.         Sick leave accumulates indefinitely and without limit.

c.         Any sick leave or personal time off must be approved by the employee’s Department Head and/or his/her designee.

d.         Sick leave requests for the scheduled workday immediately before or after a holiday or vacation will be thoroughly investigated and only approved with satisfactory documentation or an exemplary attendance record.

e.         Sick leave does not accumulate while an employee is on suspension or during any unpaid leave of absence exceeding one (1) month.

f.          For employees who retire from the Township or die while still employed and who have been employed by the Township for at least twelve (12) consecutive months prior to retirement or death, the Township will make a lump-sum payment to the employee or the employee’s estate for all accrued sick leave up to a maximum of four hundred eighty (480) hours.

g.         A newly-hired employee who has worked full-time with the State of Ohio, or a county, village, or township in Ohio, may be permitted to transfer unused (and unpaid) sick leave form their previous government employer.  The maximum credited amount will not exceed two hundred forty (240) hours.  Any sick leave hours transferred from a previous government employer may not be used until he/she has successfully completed the initial probationary period.

3.         Employee Responsibility

a.         All employees who want to use sick leave are required to contact his/her Department Head or designee prior to the start or no later than thirty (30) minutes of the scheduled starting time of the regular assigned shift for reporting his/her absence, delay, or the need to lave early prior to the start of his/her shift, unless emergency conditions make it impossible or otherwise outlined within a Union Contract.

b.         Employees must call in each day of an unscheduled absence unless he/she is able to state how long the absence will be.  Failure to do so may result in denial of sick leave for the period of absence and may result in the absence being considered job abandonment.

c.         Employees absent for three (3) or more consecutive work days may be asked to provide a written statement of medical treatment and a release for work from the employee’s doctor.

d.         Employees who have exhausted all sick leave and vacation leave credit may, at the employee’s request, be granted a personal leave of absence without pay for up to six (6) months at the discretion of the Employer.  An employee requesting such leave shall fill out a Request for Leave of Absence form, which is subject for review by the Board of Township Trustees.  Extended illnesses exceeding six (6) months, or where no probable return to work date can be provided may be treated as a Disability Separation.

e.         An employee may be required to submit a medical statement for an absence of any duration when the employee’s sick leave requests show a pattern (e.g., frequency, before / after holidays, specific days of the week, or month, etc.).

f.          An unreported, unauthorized absence of two (2) or more consecutive workdays, without prior notice (no call/no show) will be considered abandonment of the position and be treated as a voluntary resignation without proper notice.

4.         Usage

            Sick leave may be requested for the following reasons:

a.         Illness or injury of the employee, or of a member of his/her immediate family where his/her attendance is reasonably necessary;

b.         Exposure of employee or a member of his/her immediate family to a contagious disease which would have the potential of jeopardizing the health of the employee or the health of others;

c.         Death of a member of the employee’s immediate family;

d.         Medical, dental, or optical examinations or treatment of employee, or of a member of his/her immediate family where his/her attendance is reasonably necessary; or

e.         Pregnancy, childbirth and/or related medical conditions of the employee or employee’s spouse.  Up to five (5) days (40 hours) sick leave shall be granted following the birth of a child, however additional sick leave may be approved with proper medical documentation.

                          f.          In each calendar year employees may use up to a maximum of twenty-four (24) hours of their accrued sick leave for personal time off.  Personal leave must be a scheduled absence with the employee’s Department Head and/or his/her designee.  Personal leave must be labeled as such on the employee’s time record.

For purposes of this policy, the “immediate family” of the employee is defined as, only:  mother, father, brother, sister, child, step-child, spouse, grandparent, grandchild, mother-in-law, father-in-law, sister-in-law, brother-in-law, daughter-in-law, son-in-law, legal guardian or other person who stands in the place of a parent.

5.         Payment

a.         Employees absent on sick leave shall be paid at the same basic hourly, daily, or bi-weekly rate as when they were working.

b.         Sick leave shall be charged in minimum units of fifteen (15) minutes, unless otherwise deemed in a departmental Union Contract.

c.         Employees are charged only for days upon which they would otherwise have been scheduled to work.

d.         If sick leave is denied and as a result the employee has been over paid, such over payment shall be deducted from the employee’s next paycheck.

6.         Abuse of Sick Leave

a.         Any employee failing to comply with sick leave rules and regulations will not be entitled to sick leave payment.

b.         A request for sick leave may be denied by the employer based upon any investigation, which discloses facts inconsistent with proper use of sick leave.  As part of the investigation, the employee may be required to submit to such medical examination, nursing visit, or other inquiry which the employer deems necessary.  When, such examination is required by the employer as part of an investigation, the cost shall be paid by the employer.

c.         Any absence, which is not approved will be made part of the employee’s record and may result in disciplinary action.

1. Excessive Absenteeism:  Unscheduled absences of five (5) occasions in the most recent 26 pay-periods are considered excessive.  Such occasions of absence may include but are not limited to one (1) scheduled workday missed (or an excess of two [2] hours tardy); one (1) or more consecutively scheduled work day(s) missed for the same reason would count as one (1) occasions.  Note:  Reporting a false reason for absence can result in performance counseling up to and including termination.

1. Pattern Absences:  Absences, which indicate a discernible pattern, will also constitute an absence of this policy.  Examples of such pattern may include, but are not limited to, regular absences occurring immediately before or after scheduled days off (i.e. vacations, holiday, weekends, etc,); weekend or holiday absences during which work is scheduled; regular absences occurring the day after payday; or an obvious manipulation of the policy/ procedure (pattern of three [3] or more times) where timing of absences avoids discipline.

1. Excessive Tardiness:  Excessive tardiness or failure to give the Department Head advance notice of tardiness will subject employees to performance counseling up to and including discharge.

d.         Altering a medical practitioner’s statement is grounds for disciplinary action.

e.         Time records and/or a request for sick leave with the intent to defraud shall result in immediate termination and/or refund of wages paid.

