
 

 12-2 

Chapter 12  —  Personnel Policies 

Article I  —  Title and Scope	
§ 12-101	 Short Title. .................................................................................... 12-5	
§ 12-102	 Scope. ........................................................................................... 12-5	

(a)	 In General. .................................................................................... 12-5	
(b)	 Chief of Police. ............................................................................. 12-5	

Article II  —  General Working Time & Pay Rules	
§ 12-201	 Working Hours. ............................................................................. 12-6	

(a)	 Office Employees. ........................................................................ 12-6	
(b)	 Maintenance Employees. ............................................................. 12-6	
(c)	 Chief of Police. ............................................................................. 12-6	

§ 12-202	 Time Clock. ................................................................................... 12-7	
(a)	 Use of Clock. ................................................................................ 12-7	
(b)	 Payment for Time Worked. ........................................................... 12-7	

§ 12-203	 Overtime and Compensatory Time Off. ........................................ 12-7	
(a)	 Office Employees. ........................................................................ 12-7	
(b)	 Maintenance Department Employees. ......................................... 12-7	
(c)	 All Employees. .............................................................................. 12-7	
(d)	 Definition of “Additional Overtime.” ............................................... 12-7	
(e)	 Salaried Employees. .................................................................... 12-8	
(f)	 Part-time Employees. ................................................................... 12-8	

§ 12-204	 On Call Duty. ................................................................................ 12-8	
(a)	 Maintenance Department Employees. ......................................... 12-8	
(b)	 Compensation. ............................................................................. 12-8	

§ 12-205	 Call-out Time. ............................................................................... 12-8	
(a)	 Definition. ..................................................................................... 12-8	
(b)	 Minimum Period of Payment. ....................................................... 12-8	
(c)	 Overtime Rate. ............................................................................. 12-8	
(d)	 Borough Meetings. ....................................................................... 12-8	

§ 12-206	 Pay Periods. ................................................................................. 12-9	
(a)	 Full-time Employees. .................................................................... 12-9	
(b)	 Part-time Employees. ................................................................... 12-9	
(c)	 Monthly Payments. ....................................................................... 12-9	
(d)	 UCC and Property Maintenance Code Officials. .......................... 12-9	

Article III  —  Paid or Unpaid Time Off	
§ 12-301	 Holidays. ....................................................................................... 12-9	

(a)	 In General. .................................................................................... 12-9	
(b)	 Holidays on Saturday or Sunday. ............................................... 12-10	
(c)	 Holiday Pay. ............................................................................... 12-10	
(d)	Working Holiday Time. ............................................................... 12-10	
(e)	 Salaried Employees. .................................................................. 12-10	

§ 12-302	 Vacations. ................................................................................... 12-10	
(a)	 In General. .................................................................................. 12-10	
(b)	 Number of Vacation Days—Employees Hired Before  

June 1, 1996. .............................................................................. 12-10 
(c)	 Number of Vacation Days—Employees Hired After 

May 31, 1996. ............................................................................. 12-10	
(c.1)	Number of Vacation Days—Chief of Police. ............................. 12-12	
(d)	 Use During Calendar Year. ........................................................ 12-12	
(e)	 Scheduling. ................................................................................. 12-12	

David Knerr



Ch. 12 PERSONNEL POLICIES 12-3 

 

§ 12-303	 Personal Days. ........................................................................... 12-13	
§ 12-304	 Sick Leave. ................................................................................. 12-13	

(a)	 Number of Sick Days. ................................................................. 12-13	
(b)	 Unused Sick Days. ...................................................................... 12-13	
(c)	 Proof of Illness. ........................................................................... 12-13	
(d)	 Calling Off. .................................................................................. 12-13	

§ 12-305	 Funeral Leave. ........................................................................... 12-14	
(a)	 Immediate Family. ....................................................................... 12-14	
(b)	 Other Relatives. .......................................................................... 12-14	

§ 12-306	 Salaried Employees. .................................................................. 12-14	

Article IV  —  Benefits	
§ 12-401	 Uniforms. .................................................................................... 12-14	
§ 12-402	 Life Insurance. ............................................................................ 12-14	
§ 12-403	 Health & Hospitalization. ............................................................ 12-15	

(a)	 In General. .................................................................................. 12-15	
(b)	 Continuation of Coverage in the Event of Disability. ................... 12-15	
(b.1)	Employee Contributions to Premiums. ...................................... 12-15	

(1)	 In General. ............................................................................ 12-15	
(2)	 Amount of Employee Contributions. ..................................... 12-16	
(3)	 Insufficient Paycheck. ........................................................... 12-16	
(4)	 Attribution of Contributions. .................................................. 12-16	

(c)	 Waiver of Coverage. ................................................................... 12-16	
(1)	 In General. ............................................................................ 12-16	
(2)	 Monthly Cash Payment. ........................................................ 12-16	
(3)	 Preference Rules. ................................................................. 12-17	

(c.1)	Cafeteria Plan. ........................................................................... 12-17	
(d)	Working Spouses. ....................................................................... 12-17	
(e)	 Health Reimbursement Arrangements. ....................................... 12-17	
(f)	 Retired Former Chief of Police. ................................................... 12-18	

(1)	 In General. ............................................................................ 12-18	
(2)	 Payments by Former Chief. .................................................. 12-18	
(3)	 Termination of Coverage. ..................................................... 12-18	

§ 12-404	 Disability. .................................................................................... 12-19	
§ 12-405	 Dental and Vision Coverage. ...................................................... 12-19	

(a)	 Dental Coverage. ........................................................................ 12-19	
(b)	 Vision Coverage. ......................................................................... 12-19	
(c)	 Miscellaneous. ............................................................................ 12-19	
(d)	 Health Reimbursement Arrangement. ......................................... 12-20	

§ 12-405.1	 Medical Expense Reimbursement Plan. .................................... 12-20	
§ 12-406	 Retirement Plans. ....................................................................... 12-20	
§ 12-407	 Mileage Cost Reimbursement. ................................................... 12-20	
§ 12-408	 Meal Reimbursement. ................................................................ 12-20	
§ 12-409	 Tuition Reimbursement. ............................................................. 12-20	
§ 12-410	 Bonus for State Water License Certification. .............................. 12-21	
§ 12-411	 Amendment or Termination. ....................................................... 12-21	

Article V  —  Miscellaneous Employment Policies	
§ 12-501	 Use of Borough Vehicles and Equipment. .................................. 12-21	
§ 12-502	 Insurance Policies and Other Contracts or Documents. ............ 12-21	
§ 12-503	 Zoning Complaints. .................................................................... 12-21	
§ 12-504	 Photocopies. ............................................................................... 12-22	

(a)	 In General. .................................................................................. 12-22	
(b)	 Nonprofit Organizations. ............................................................. 12-22	

§ 12-505	 [RESERVED]	

David Knerr



Ch. 12 PERSONNEL POLICIES 12-9 

 

When time worked at a meeting qualifies as “call-out time” under subsection (a), the provisions 
of subsections (b) and (c) shall apply to meeting time.   

§ 12-206 Pay Periods. 

(a) Full-time Employees.  All full-time employees of the Borough shall be paid every 
two weeks. 

(b) Part-time Employees.  All part-time office, maintenance, or police employees of the 
Borough shall be paid every two weeks. 

(c) Monthly Payments.  The Mayor, the Fiscal Consultant, the Zoning Officer, and 
members of Council shall be paid their salaries in monthly installments. 

(d) UCC and Property Maintenance Code Officials.  The Code Officials, plan review-
ers, and inspectors engaged by the Borough in its administration of the Uniform Construction 
Code (see Chapter 30), the Property Maintenance Code (see Chapter 35), and, where applicable, 
the Building Code (see Chapter 31) and the Plumbing Code (see Chapter 32), shall be paid at 
such times as provided in the terms of their engagement by the Borough. 

Article III  —  Paid or Unpaid Time Off 

§ 12-301 Holidays. 

(a) In General.  The following ten (10) days are Borough holidays, during which the 
Borough offices shall not be open: 

(1) New Year’s Day 

(2) Presidents Day 

(3) Good Friday 

(4) Memorial Day 

(5) Independence Day 

(6) Labor Day 

(7) Thanksgiving Day 

(8)  Day after Thanksgiving 

(9) Christmas Day 

(10) Day before or day after Christmas Day (as designated by the Executive Secretary 
from year to year). 
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(b) Holidays on Saturday or Sunday.  If a Borough holiday falls on a Saturday or Sun-
day, the Borough Manager shall designate the nearest Friday or Monday as the date of the holi-
day for that year.  

(c) Holiday Pay.  Full-time Borough employees shall not regularly be scheduled to work 
on a Borough holiday.  Nonetheless, they shall receive pay for eight (8) hours of work at their 
base rate of compensation for the holiday.  

(d) Working Holiday Time.  An employee who works on a Borough holiday shall be 
compensated for the working holiday time in accordance with the provisions of § 12-203 (relat-
ing to Overtime and Compensatory Time Off), in addition to Holiday Pay under subsection (c). 

(e) Salaried Employees.  Notwithstanding anything to the contrary in this Section, sala-
ried employees (including the Borough Manager and the Chief of Police) shall be excused from 
working eight (8) hours for a Borough holiday, but shall not be paid any amount in addition to 
their annual salary if they work on a Borough holiday. 

§ 12-302 Vacations. 

(a) In General.  During each calendar year, each full-time employee shall be entitled to 
paid vacations for the number of days indicated in subsections (b) and (c).  For each vacation day 
granted to and taken by a full-time employee, the employee shall be paid Vacation Pay in an 
amount equal to the employee’s base hourly rate of compensation multiplied by eight (8).   

(b) Number of Vacation Days—Employees Hired Before June 1, 1996.  The number 
of vacation days available during any given calendar year to a full-time employee who was first 
hired by the Borough as a full-time employee before June 1, 1996 shall be determined as fol-
lows: 

(1) If the full-time employee is first hired as a full-time employee during that calen-
dar year:  zero (0) days. 

(2) If the first anniversary of the date the full-time employee was first hired as a full-
time employee (hereinafter, the “First Day”) occurs during that calendar year: zero (0) days until 
said first anniversary, and ten (10) days thereafter, if he is a full-time employee on the first anni-
versary. 

(3) For all other calendar years:  ten (10) days plus one (1) additional day for each 
year of service completed by the full-time employee as of the anniversary of his First Day in the 
immediately preceding calendar year; plus one (1) additional day which may only be used after 
the anniversary of the full-time employee’s First Day which occurs during that calendar year.  
Notwithstanding the preceding sentence, the maximum number of paid vacation days which shall 
be available to a full-time employee in any calendar year shall be thirty (30). 

(c) Number of Vacation Days—Employees Hired After May 31, 1996.  The number of 
vacation days available during any given calendar year to a full-time Borough employee who 
was first hired by the Borough as a full-time employee after May 31, 1996 shall be determined as 
follows: 
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(1) Except as provided in paragraph (5), if the full-time employee is first hired as a 
full-time employee during that calendar year:  

(A) zero (0) days. initially, but 
(B) if the day six (6) months after the employee commenced such employment 

also occurs during that calendar year,  five (5) days at any time thereafter, if he a full-time em-
ployee at that time. 

(2) Except as provided in paragraph (5), if the first anniversary of the date the full-
time employee was first hired as a full-time employee (hereinafter, the “First Day”) occurs dur-
ing that calendar year: 

(A) zero (0) days initially, 
(B) if the day six (6) months after the employee commenced such employment 

also occurs during that calendar year,  five (5) days at any time thereafter, if he a full-time em-
ployee at that time, and 

(C) ten (10) additional days after the first anniversary of the employee’s First 
Day, if he is a full-time employee on the first anniversary. 

(3) Except as provided in paragraph (5), if the second, third, fourth, fifth, or sixth 
anniversary of the full-time employee’s First Day occurs during that calendar year:  ten (10) 
days. 

(4) Except as provided in paragraph (5), if the seventh anniversary of the full-time 
employee’s First Day occurs during that calendar year:  ten (10) days, plus an additional five (5) 
days at any time after said seventh anniversary if he is a full-time employee on the seventh anni-
versary.  

(5) In the case of the Borough Manager— 
(A) If the Borough Manager’s First Day occurs during that calendar year and 

the ninety-first (91st) day after the Borough Manager commenced employment as the Borough 
Manager also occurs during that calendar year:  ten (10) days at any time after the ninety-first 
(91st) day after the Borough Manager commenced employment as the Borough Manager, if he is 
Borough Manager at that time. 

(B) If the first, second, third, fourth, or fifth anniversary of the Borough Man-
ager’s First Day occurs during that calendar year:  ten (10) days. 

(C) If the sixth or seventh anniversary of the Borough Manager’s First Day oc-
curs during that calendar year:  fifteen (15) days. 

(3) Except as provided in paragraph (5), if the second, third, fourth, fifth, or sixth 
anniversary of the full-time employee’s First Day occurs during that calendar year:  ten (10) 
days. 

(4) Except as provided in paragraph (5), if the seventh anniversary of the full-time 
employee’s First Day occurs during that calendar year:  ten (10) days, plus an additional five (5) 
days at any time after said seventh anniversary if he is a full-time employee on the seventh anni-
versary.  



12-12 EMPLOYMENT POLICIES, COMPENSATION & BENEFITS Pt. II 

(6) If the eighth, ninth, tenth, eleventh, twelfth, thirteenth, or fourteenth anniversary 
of the full-time employee’s First Day occurs during that calendar year:  fifteen (15) days. 

(7) If the fifteenth anniversary of the full-time employee’s First Day occurs during 
that calendar year:  fifteen (15) days, plus an additional five (5) days at any time after said fif-
teenth anniversary if he is a full-time employee on the fifteenth anniversary. 

(8) If the sixteenth, seventeenth, eighteenth, nineteenth, twentieth, twenty-first, 
twenty-second, twenty-third, or twenty-fourth anniversary of the full-time employee’s First Day 
occurs during that calendar year:  twenty (20) days. 

(9) If the twenty-fifth anniversary of the full-time employee’s First Day occurs dur-
ing that calendar year:  twenty (20) days, plus an additional five (5) days at any time after said 
twenty-fifth anniversary if he is a full-time employee on the twenty-fifth anniversary. 

(10) If the anniversary of the full-time employee’s First Day which occurs during that 
calendar year is greater than the twenty-fifth:  twenty-five (25) days. 

(c.1)   Number of Vacation Days—Chief of Police.  Notwithstanding subsection (c), 
the number of vacation days available during any given calendar year to the Chief of Police shall 
be determined as follows: 

(1) If the Chief is first hired as a full-time Borough employee during that calendar 
year:  twenty (20) days, provided that if the date the Chief first worked as a full-time Borough 
Employee (hereinafter, the “First Day”) is on or after July 1 and before October 1, the number of 
days shall be ten (10), and if the Chief’s First Day is on or after October 1, the number of days 
shall be five (5). 

(2) If the first anniversary of the Chief’s First Day occurs during that calendar year:  
fifteen (15) days. 

(3) If the second anniversary of the Chief’s First Day occurs during that calendar 
year:  fifteen (15) days, plus an additional five (5) days at any time after said second anniversary 
if he/she is the Chief of Police on the second anniversary. 

(4) If the third or fourth anniversary of the Chief’s First Day occurs during that cal-
endar year:  twenty (20) days. 

(5) If the fifth anniversary of the Chief’s First Day occurs during that calendar year:  
twenty (20) days, plus an additional five (5) days at any time after said fifth anniversary if he/she 
is the Chief of Police on the fifth anniversary.  

(6) If the anniversary of the Chief’s First Day which occurs during that calendar year 
is greater than the fifth:  twenty-five (25) days. 

(d) Use During Calendar Year.  All vacation days granted to a full-time employee for 
any calendar year must be used within that calendar year, or they are forfeited. 

(e) Scheduling.  All vacation time shall be approved by the Borough Manager (or, in 
his/her absence, the President of Council) at least two weeks in advance, unless the approving 
officer grants special consideration for cause shown. 
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§ 12-303 Personal Days. 

All full-time Borough employees shall receive two paid personal days off per calendar 
year (beginning after the 60th day of full-time Borough employment).  These days may be taken 
in increments of a whole day (8 hours of pay at the base hourly rate of compensation) or a half 
day (4 hours of pay at the base hourly rate of compensation).  Employees shall give reasonable 
notice of personal days or half-days taken, but the time off need not be approved in advance. 

§ 12-304 Sick Leave. 

(a) Number of Sick Days.  The number of paid sick days (8 hours each) available during 
any given calendar year to a full-time Borough employee shall be determined as follows: 

(1) If the full-time employee is first hired as a full-time employee during the first six 
months of that calendar year:  zero (0) days until the 61st day of employment, and five (5) days 
thereafter. If the full-time employee is first hired as a full-time employee during the last six 
months of that calendar year:  zero (0) days. 

(2) If the first anniversary of the date the full-time employee was first hired as a full-
time employee (hereinafter, the “First Day”) occurs during that calendar year: six (6) days. 

(3) If the second or any subsequent anniversary of the full-time employee’s First 
Day occurs during that calendar year:  seven (7) days. 

(b) Unused Sick Days. 

(1) Any sick days from calendar year 2006 (and/or from previous years which were 
carried over into 2006 under the rules then applicable) which were not used by December 31, 
2006, up to a maximum of fifteen (15) such days, may be used in calendar year 2007 or succeed-
ing years.  Such sick days need not be used in a calendar year until all sick days available for that 
calendar year under subsection (a) have already been used. 

(2) Except as provided in paragraph (1), any sick days available for a calendar year 
under subsection (a) may only be used, as necessary and appropriate, in that calendar year; un-
used sick days may not be accumulated, carried over, and used in subsequent calendar years. 

(c) Proof of Illness.  Any employee absent from work for three (3) or more consecutive 
work days due to illness or injury shall produce a doctor’s certificate of illness in order to receive 
payment for sick leave and to return to work.  The doctor’s certificate shall also certify that the 
employee is now physically and mentally able to return to work and perform the essential func-
tions of the employee’s job.  Council or the Borough Manager may require a doctor’s certificate 
for any absence due to illness or injury which is less than three (3) days.   

(d) Calling Off.  Full-time employees who call off from work due to illness or injury 
(whether the leave is paid or unpaid), shall call the Borough Hall to report off from work to the 
Executive Secretary.  In the absence of the Borough Manager, the employee shall call the person 
in charge of the office and also the President or Vice President of Council.  Part-time, summer, 
or temporary employees who call off from work due to illness or injury shall call their immediate 
supervisor at the Borough Hall, and shall not be paid for such time not worked. 
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§ 12-305 Funeral Leave. 

(a) Immediate Family.  All full-time Borough employees shall be granted up to three (3) 
consecutive scheduled work days off with pay (for 8 hours each) for the death of a mother, fa-
ther, spouse, child, brother, sister, mother-in-law, father-in-law, grandmother, or grandfather. 

(b) Other Relatives.  All full-time Borough employees shall be granted one (1) day off 
with pay (for 8 hours) to attend the funeral of a daughter-in-law, son-in-law, aunt, uncle, grand-
child, brother-in-law, or sister-in-law. 

§ 12-306 Salaried Employees. 

Notwithstanding anything to the contrary in this Article III, for salaried employees (in-
cluding the Borough Manager and the Chief of Police) the provisions of this Article III which 
provide for paid time off (e.g., vacation days, personal days, sick days, and funeral leave)  only 
apply to excuse the salaried employee from working such days or hours, and do not apply to the 
extent they would provide any payments to the salaried employee in addition to his/her annual 
salary. 

Article IV  —  Benefits 

§ 12-401 Uniforms. 

All full-time maintenance department employees shall be furnished with uniforms by the 
Borough, including eleven (11) pairs of pants, eleven (11) short sleeve shirts, eleven (11) long 
sleeve shirts, and two (2) coats.  The employees shall wear the uniforms when working and shall 
keep them clean and maintained.  The Borough shall also reimburse each full-time maintenance 
department employee up to Three Hundred Dollars ($300.00) per calendar year for work boots, 
to be paid upon presentation of a paid receipt.  

§ 12-402 Life Insurance. 

The Borough shall provide each full-time employee with life insurance in the amount of 
Fifteen Thousand Dollars ($15,000.00) if the employee dies while employed as a full-time em-
ployee of the Borough and after at least sixty (60) days of employment.  This life insurance pro-
tection is subject to the terms, restrictions, exclusions, conditions, and requirements of the life 
insurance policies obtained by the Borough from time to time with the approval of Council.   
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