
June 13, 2024 

Special Meeting (Employee Handbook Meeting) 06/17/2024 

Minutes taken by Emily Bessette, City Clerk 

Meeting: Time: 6:00pm – 8:00pm   

Presiding Officer: Mayor Anthony DaPrato 

Council Present: Kaitlyn Ball, Kevin Seals, Chad Moore, Ronald Moeller 

Council Absent: Cheryl Lister 

City Attorney: Absent 

Employees: Shannon Seals, Emily Bessette, Ashley Madden 

Visitors: N/A 

Call to Order 

The meeting was called to order at 6:00pm by Mayor Anthony DaPrato. 

Minutes 

Employee handbook was reviewed individually prior to meeting.  

Discussion on employee evaluations in regards to when they are due and who performs them.  

Discussion on doing an employee classification system; Class A, Class B, Class C. (Fulltime, parttime, 
seasonal)  

Discussion on drug screens. Employees should be put on paid administrative leave for pending drug 
screens; home until results are back for accidents.  

Discussion on calling in absent for work. Employees should speak to supervisor prior to start of shift and 
notify city office. If they cannot be reached notify the mayor.  

Discussion on who approves an employee to use time from the “bank”. Anyone can donate time to the 
bank but to use the bank during hardship it must go through council. Time is use it, lose it or put it in the 
bank.  

Office staff should be notified when an employee leaves for the day. 

Discussion on going to annual PTO verse vacation and sick. PTO cannot be used in combination with 
overtime.  PTO can be given all at the beginning of the year. If an employee starts after the 1st of the year 
PTO can be prorated. Some council members felt employees are getting too much sick leave and that 
number should be changed for future employment. Multiple discussions happened on the rate PTO 
should be acquired with no decisions made. Some included… 

A. 1 week first year (40) 
2 weeks 2-5 years (80) 
3 weeks 5 years (120) 



4 weeks 5+ years (240) 
B. Vacation Only PTO then add a set 40 hours of sick to scale 
C. 1-5 years (80) 

6-10 years (120) 
11-14 years (160) 

D. Cap out at 4 weeks 
E. Amounts go up with years of service 
F. Initial hire (144) 

1-5 years (184) 
6-10 years (224) 
11-14 years (264) 
15 years cap out at 4 weeks on vacation plus sick 

G. Having separate PTO for sick, vacation and a bank 
 

Current full-time employees are receiving: 

Appendix II-Earned Vacation Schedule 

Full-time employees will earn leave as follows:  see pg 11 

 

 

                Per Work period Maximum per Year 

 Initial hire will earn 2.0 hrs. 52.0 hrs. per year 

             1st Anniversary - 5th Year 3.0 hrs. 78.0 hrs. per year 

 6th Anniversary - 10th Year 4.0 hrs. 104.0 hrs. per year 

 11th Anniversary - 14th Year 6.0 hrs. 156.0 hrs. per year 

 15th Anniversary 8.0 hrs. 208.0 hrs. per year 

 Accrual.  Full-time employees earn four (4) hours of sick leave for each work-period in which 
they perform at least 8 days of work. Employees who receive compensation for less than 8 
working days in any work period shall accrue no sick leave for such work period, unless their 
failure to work at least 8 days is attributed to absences due to authorized vacation or sick leave. 
Sick leave may not be used in advance of accrual. 

 Accumulation. Employees may accumulate up to 960 hours of sick leave. 

 

Timesheets are due by 4:00pm on Monday or pay week or pay could be delayed to the next payday.  

Discussion on employee dress code.  



Police department has a set amount of pants, shirts, polos, etc. that are paid for by the city 
based off employment class.  

Maintenance workers have a $750 allowance per year. Discussion on how the money can be 
used appropriately. Shorts should only be worn in appropriate short weather. City can issue city 
logo shirts, hoodies, polos and coats. Boots need to be safety work boots.  

Office staff can wear city logo t-shirts, polos, sweatshirts or business causal clothing.  

Discussion on meal periods. Office staff can take 30 minutes to one hour depending on coverage. Office 
will remain closed from 12-1 for lunch.  

Job descriptions were not discussed.  

Discussion on having a city manager to help oversite of day-to-day operations of departments. Adding a 
chain of command. 

Discussion on residency for employees. 

Observed holidays needs updated. 

Motion to adjourn by Moore, 2nd by Seals, Motion carried @ 8:00pm 


