COMMONWEALTH OF KENTUCKY
CITY OF AUDUBON PARK

MUNICIPAL ORDER # 3 SERIES 2025

MUNICIPAL ORDER 3 SERIES 2025 MUNICIPAL ORDER OF THE CITY OF AUDUBON
PARK, KENTUCKY, AMENDING MUNICIPAL ORDER 2 SERIES 2025 ESTABLISHING
PERSONNEL POLICIES FOR THE CITY OF AUDUBON PARK.

At a Regular Meeting of the City Council of Audubon Park, Kentucky, held on the date set out
below, a Motion to read and adopt the following Municipal Order was duly made, seconded and
approved:

BE IT ORDERED that the City of Audubon Park amends Municipal Order 2 Series 2025 adopting

the City of Audubon Park Personnel Policies to reflect the changes as listed below to the Vacation
leave policy:

(1) All full-time employees will receive paid vacation leave. Part-time
employees, temporary employees, and seasonal employees will not be
eligible for paid vacation leave. Vacation leave will be granted to an
employee each year on their anniversary date as follows:

a. A full-time employee will receive 40 hours of vacation leave
annually upon becoming a full-time employee through their fourth
year of employment. In addition, full-time employees will accrue
four hours per month or 48 hours per year after becoming a full-
time employee.

b. A full-time employee beginning their fifth year of employment
through their ninth year of employment with the city will receive
80 hours of vacation leave annually. In addition, full-time
employees will accrue four hours per month or 48 hours per year.

c.  Afull-time employee beginning their tenth year of employment
through their fourteenth year of employment with the city will
receive 120 hours of vacation leave annually. In addition, full-time
employees will accrue four hours per month or 48 hours per year.

d. A full-time employee beginning their fifteenth year of employment
with the city and every year thereafter will receive 160 hours of
vacation leave. In addition, full-time employees will accrue four
hours per month or 48 hours per year.

) Each year on the employee’s anniversary date, an employee will be
credited with their vacation leave based upon their years of service to the
city. For instance, an employee beginning their ninth year of service will
be credited with 80 hours of vacation leave. and vacation leave continues
to accrue at four hours per month, or 48 hours per year. Each pay period,




the employee’s vacation leave account will be debited for the amount of
vacation leave actually used by the employee during the preceding period.

3 An employee will receive advance approval from their supervisor prior
to the use of any vacation leave by the submission of request in
accordance with Section 7. Requests for use of vacation leave should be
made as soon as possible to ensure minimum disruption to the
department’s and the organization’s work schedule and workflow.

4 The total aggregate amount of vacation leave time that may be accrued
at any time is capped based on years of service as follows:

a.  One to four years can never exceed 88 hours.
b.  Five to nine years can never exceed 128 hours.
c.  10to 14 years can never exceed 168 hours.

d. 15 years or over can never exceed 208 hours.

%) Upon an employee’s voluntary termination of employment, an employee
with at least one year of employment will be paid for any vested but
unused vacation leave, if the employee gives at least a two-week
termination notice. Employees terminated by the city will not be paid for
any accrued but unused leave time. Employees meeting the requirements
for payout at termination will be compensated at the regular hourly rate
earned by the employee at the time of the separation. The applicable
hourly rate for both exempt and nonexempt employees will be calculated
as provided in Section 5.

BE IT FURTHER ORDERED that the Mayor of the City of Audubon Park and/or his designate
be and he is hereby authorized and directed to take all steps necessary to perfect this Order.
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Authorized and adopted at a regular meeting held on the 21 day of April 2025.

Attested by:

Dpet e

Cecihia Niemann , City Clerk




