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Section 1: Title and Authority 
 

This document shall be known as the Town of Orange Personnel Policy. It is adopted by the 

Selectboard of the Town of Orange pursuant to the authority granted in 24 V.S.A. §§ 1121 and 

1122, and any other applicable provisions of Vermont law. 

 

This policy does not constitute an employment contract. Employment with the Town of Orange 

is at will, and either the Town or the employee may terminate the employment relationship at 

any time, with or without cause, and with or without notice. The Selectboard retains the authority 

to amend, modify, or repeal any provision of this policy at any time. 

 

The administration and interpretation of this policy shall be the responsibility of the Selectboard 

or its duly authorized representative. 

 

Section 2: Persons Covered 
 

This personnel policy applies to all full-time and part-time employees of the Town of Orange. 

Unless otherwise provided by written agreement, this policy does not apply to: 

• Elected officials 

• Statutory assistants to elected officials 

• Members of Town boards, commissions, and committees 

• Volunteers 

• Seasonal employees 

• Individuals or entities providing services to the Town under a contract for services 

 

For purposes of this policy: 

• A full-time employee is an employee who works 36 or more hours per week on a regular 

and continuing basis. 

• A part-time employee is an employee who works fewer than 36 hours per week on a 

regular and continuing basis. 

 

In the event of a conflict between this policy and a collective bargaining agreement or individual 

employment contract, the terms of the agreement or contract shall govern. 

 

Section 3: Equal Employment Opportunity 
 

It is the policy of the Town of Orange to provide equal employment opportunity to all employees 

and applicants. The Town prohibits discrimination in all employment practices on the basis of 

race, color, religion, ancestry, sex, sexual orientation, gender identity, age, national origin, place 

of birth, marital status, disability, veteran status, HIV status, pregnancy, genetic information, 

crime victim status, or any other classification protected under Vermont or federal law. 

 

The Town is committed to maintaining a workplace free from unlawful discrimination, 

harassment, and retaliation, consistent with Vermont’s public policy and applicable statutes. 
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Section 4: Probationary Period 
 

All new employees shall undergo a background check and shall serve a three-month 

probationary period. The probationary period is intended to provide the Town with an 

opportunity to evaluate the employee’s performance, conduct, and suitability for continued 

employment. 

 

During the probationary period, an employee may be dismissed at the sole discretion of the 

Selectboard. An employee terminated during the probationary period shall have no right to 

appeal such termination under this policy. 

 

Section 5: Conditions of Employment 
 

All new employees shall be required to submit to a background check as a condition of 

employment. 

 

Employees of the Highway Department shall be required to: 

• Participate in periodic drug and alcohol testing, consistent with applicable state and 

federal regulations 

• Complete a physical examination at intervals established by the Town 

• Provide and maintain a valid three-year motor vehicle driving record demonstrating 

compliance with licensing requirements and the absence of disqualifying violations. 

 

Additional job-specific requirements may apply as set forth in the employee’s official job 

description or as required by state or federal law. 

 

Section 6: Conduct of Employees 
 

Employees of the Town of Orange serve the public and are expected to conduct themselves in a 

manner that upholds the integrity, dignity, and efficiency of municipal government. Employees 

shall treat members of the public, coworkers, and elected and appointed officials with courtesy, 

professionalism, and respect. 

 

Employees are expected to faithfully perform the duties of their position to the best of their 

ability and in full compliance with this personnel policy, applicable Vermont laws, and all Town 

rules, procedures, and directives. 

Section 7: Conflicts of Interest 

Employees of the Town of Orange shall conduct themselves in a manner that upholds public 

trust and ensures that all municipal actions are taken impartially, fairly, and in the best interests 

of the community. Employees shall avoid any conduct that results in a conflict of interest or the 

appearance of a conflict of interest. 
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7.1 Definition of Conflict of Interest 

A conflict of interest exists when an employee has a direct or indirect personal or financial 

interest in the outcome of a matter before the Town. A conflict also exists when the employee’s 

objectivity or independence of judgment may be compromised, or when a reasonable person 

could conclude that such compromise is likely. 

For purposes of this section, a related person includes the employee’s spouse, domestic partner, 

household member, child, stepchild, parent, grandparent, grandchild, sibling, aunt, uncle, in-law, 

business associate, employer, or employee. 

7.2 Prohibited Participation 

An employee shall not participate in, discuss, or attempt to influence any Town decision or 

action in which the employee has a conflict of interest or the appearance of a conflict of interest. 

When such a conflict exists, the employee must immediately disclose it and recuse themselves 

from all involvement in the matter. 

7.3 Representation Before the Town 

An employee shall not, either personally or through a related person or business associate, 

represent, appear for, or negotiate on behalf of any private individual or organization in any 

matter pending before the Town. 

7.4 Use of Town Resources 

Employees shall not use Town resources—including staff time, equipment, supplies, 

information, or facilities—that are not equally available to the general public for personal use, 

private gain, or the benefit of any private individual or entity. 

7.5 Gifts and Gratuities 

Employees may accept nominal items of de minimis value, not exceeding $20, and no more than 

once per calendar year, when such items are offered in connection with their official duties. 

Employees shall not solicit, request, accept, or receive any gift, gratuity, benefit, or promise that 

could influence, or reasonably appear to influence, their official actions or decisions. Employees 

involved in procurement shall not accept any benefit from vendors or prospective vendors, 

except for de minimis promotional items valued at $20 or less. 

7.6 Confidentiality 

Employees shall maintain strict confidentiality regarding information obtained through their 

employment, particularly personal or sensitive information related to Town residents or Town 

business. Confidential information shall not be disclosed or used for personal advantage or for 

the benefit of others. 



Page 6 of 23 

7.7 Duty to Disclose and Recuse 

Employees must promptly disclose any actual, potential, or perceived conflict of interest to their 

supervisor or the Selectboard. When a conflict exists, the employee shall: 

• Declare the conflict 

• Refrain from participating in any related discussion or decision 

• Remove themselves from the area where the matter is being discussed, if appropriate 

Section 7A: Nepotism 

 

The Town recognizes that conflicts of interest, as well as the appearance of favoritism, may arise 

when close relatives are placed in positions where one is responsible for supervising, directing, 

or evaluating the work of another. To prevent such conflicts, the Town prohibits the hiring, 

appointment, or transfer of any individual into a position that would result in: 

• A close relative directly supervising or evaluating another close relative; 

• A close relative supervising, evaluating, or otherwise influencing the immediate 

supervisor of another close relative; or 

• Any employment relationship in which a close relative may influence decisions regarding 

hiring, promotion, discipline, work assignments, scheduling, or performance evaluations 

of another close relative. 

 

This restriction applies to all departments and positions within the Town and is intended to 

ensure impartiality, maintain workplace integrity, and uphold public confidence in Town 

operations. 

Section 8: Attendance and Work Hours 

Employees of the Town of Orange are expected to report to work as scheduled and to adhere to 

the work hours established for their position. Reliable attendance is essential to the effective 

operation of municipal services and to maintaining public trust. 

8.1 Work Schedules 

Work schedules shall be established by the employee’s supervisor or the Selectboard. Employees 

are expected to be at their assigned work location and ready to begin work at the designated start 

time. 

8.2 Reporting Absences 

Employees must notify their supervisor as soon as practicable when they are unable to report to 

work or will be late. Failure to provide timely notice may result in disciplinary action.  For 

illness-related absences, a minimum of one hour’s notice is required, barring unforeseen 

circumstances. 

8.3 Unauthorized Absence 

An employee who is absent from work without authorization or without proper notice may be 

subject to disciplinary action, up to and including termination. 
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8.4 Timekeeping Requirements 

Employees must accurately record their hours worked in accordance with Town procedures. 

Falsification of time records is strictly prohibited and may result in immediate disciplinary 

action. 

Section 9: Safety and Workplace Standards 

The Town of Orange is committed to providing a safe and healthy workplace for all employees 

and to complying with all applicable federal and Vermont occupational safety laws. 

9.1 General Safety Obligations 

Employees shall perform their duties in a safe manner and shall comply with all Town safety 

rules, training requirements, and operational procedures. Employees must immediately report 

unsafe conditions, equipment defects, or workplace hazards to their supervisor. 

9.2 Required Training 

Employees shall participate in all safety training required by the Town, VLCT PACIF, OSHA, or 

other regulatory bodies. Training may include, but is not limited to, hazard communication, 

equipment operation, emergency procedures, and workplace violence prevention. 

9.3 Protective Equipment 

Employees shall use all required personal protective equipment (PPE) provided by the Town. 

Failure to use required PPE may result in disciplinary action. 

9.4 Accidents and Injuries 

Employees must promptly report all workplace accidents, injuries, or near‑miss incidents to their 

supervisor, regardless of severity. A minimum of one hour’s notice from the time of occurrence 

is required, barring unforeseen circumstances. The Town will maintain required records and 

submit all reports in accordance with Vermont law and workers’ compensation regulations. 

9.5 Substance Use 

 

The Town intends to maintain a drug-free workplace and workforce. Employees shall not report 

to work under the influence of alcohol, cannabis, controlled substances, or illegal drugs, nor shall 

they consume such substances during work hours, except as permitted by law and consistent with 

approved medication use. Safety-sensitive employees are subject to additional requirements 

under Section 5. 

 

9.5.1 Policy Scope and Expectations 

 

The use of alcohol or illegal drugs, and the abuse of prescription medications, is prohibited in the 

workplace and at work-related events. Employees are prohibited from working or presenting 

themselves for work while under the influence—or experiencing the severe after-effects—of 

illegal drugs, controlled substances, or alcohol. This policy applies to all employees, including 

those subject to Federal DOT drug and alcohol testing requirements. 
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9.5.2 Prohibited Activities 

Employees are prohibited from manufacturing, distributing, transferring, displaying, 

transporting, selling, dispensing, possessing, consuming, or using illegal drugs, controlled 

substances, or alcohol during work hours, on Town premises, while using Town equipment, 

while engaged in work activities off-site, or at Town-related events. For purposes of this policy: 

• “Illegal drugs” include all state or federally controlled substances, look-alike or designer 

drugs, drug paraphernalia, and prescription medications not prescribed for current use or 

used contrary to medical instructions. 

• Controlled substances include, but are not limited to: marijuana, cocaine, opiates, 

amphetamines, PCP, barbiturates, benzodiazepines, methadone, methaqualone, and 

propoxyphene. 

 

 9.5.3 Workplace Searches 

To maintain a safe and healthy workplace, the Town reserves the right to search for and inspect 

all areas of the workplace and Town premises. 

  

9.5.4 Prescription Medications 

 

The illegal use of prescription drugs is prohibited. Employees legally taking prescription 

medications that may impair their ability to safely perform essential job functions must notify 

their supervisor or the Selectboard. The Town may require medical certification and may 

determine whether temporary reassignment or other measures are necessary. 

 

 9.5.5 Discipline 

 

Violations of this policy may result in disciplinary action, up to and including termination of 

employment, and may include referral for prosecution. The Town may also provide information 

or recommendations for participation in an appropriate drug assistance or rehabilitation program. 

 

 9.5.6 CMV Operators 

 

Employees who operate commercial motor vehicles (CMVs) for the Town are also subject to the 

Town’s CMV Drug and Alcohol Policy and all applicable federal regulations. 

9.6 Tobacco Use  

In recognition of the hazards that tobacco poses to the health of employees, and in accordance 

with 18 V.S.A. §§ 1421 et seq. and §§ 1741 et seq., the Town hereby prohibits employees’ use of 

tobacco in any form, including electronic cigarettes, in all publicly-owned buildings, offices and 

enclosed areas, designated smoke-free areas of Town property, and in all Town vehicles. 

Section 10: Use of Town Property and Equipment 

Town property, equipment, vehicles, and resources are provided for official municipal purposes 

and shall be used responsibly, efficiently, and in accordance with Town policies. 
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10.1 Authorized Use 

Employees shall use Town property only for official Town business unless otherwise authorized 

by the Selectboard. Unauthorized personal use of Town equipment or resources is prohibited. 

10.2 Care and Maintenance 

Employees are responsible for exercising reasonable care in the use, maintenance, and security 

of Town property assigned to them. Damage, loss, or malfunction must be reported promptly to a 

supervisor. 

10.3 Town Vehicles 

Employees authorized to operate Town vehicles must do so safely and in compliance with all 

applicable laws. Town vehicles shall not be used for personal errands or activities unless 

expressly authorized. 

10.4 Technology and Communications 

Town-issued computers, phones, email accounts, and other electronic systems are Town property 

and shall be used in accordance with Town technology policies. Employees should have no 

expectation of privacy when using Town systems, except as required by law. 

10.5 Return of Property 

Upon separation from employment, employees must return all Town property, including keys, 

identification badges, equipment, documents, and electronic devices. 

Section 11: Disciplinary Action 

The Town of Orange expects all employees to perform their duties in a professional, competent, 

and responsible manner. When an employee’s conduct or performance fails to meet established 

standards, the Town may take disciplinary action. 

11.1 Purpose 

The purpose of discipline is to correct behavior, ensure accountability, and maintain the integrity 

and efficiency of municipal operations. 

11.2 Types of Disciplinary Action 

Depending on the severity of the conduct, disciplinary action may include: 

• Verbal warning — documented by the supervisor 

• Written warning — placed in the employee’s personnel file 

• Suspension — with or without pay 

• Demotion — reassignment to a lower position or pay grade 

• Termination — separation from employment 
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The Town may impose any level of discipline deemed appropriate based on the circumstances 

and is not required to follow progressive steps. 

Disciplinary warnings will remain in an employee’s personnel file for a defined period based on 

the level of action. Verbal warnings will be retained for six months, written warnings for twelve 

months, and suspensions or demotions for up to twenty‑four months. Records of serious 

misconduct may be retained permanently. After the retention period expires, the warning will no 

longer be considered active for progressive discipline purposes. 

11.3 Grounds for Disciplinary Action 

Grounds include, but are not limited to: 

• Violation of Town policies or procedures 

• Insubordination 

• Misconduct or Unethical Behavior 

• Negligence or unsafe work practices 

• Unauthorized absence or chronic tardiness 

• Falsification of records 

• Theft, misuse, or abuse of Town property 

• Harassment or discrimination 

11.4 Documentation 

All disciplinary actions shall be documented and placed in the employee’s personnel file. 

Section 12: Employee Grievance Procedure 

The Town of Orange is committed to resolving workplace concerns promptly and fairly. 

Employees may use the grievance procedure to address disputes related to the interpretation or 

application of this personnel policy. 

12.1 Step 1: Supervisor Review 

The employee shall first present grievance in writing to their immediate supervisor within 10 

business days of the event, giving rise to the grievance. 

12.2 Step 2: Selectboard Review 

If the grievance is not resolved at Step 1, the employee may submit a written grievance to the 

Selectboard within 10 business days of the supervisor’s response. The Selectboard shall review 

the matter and issue a written decision. 
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12.3 Final Decision 

The Selectboard’s decision shall be final. Probationary employees may not use the grievance 

procedure to contest termination. 

Section 13: Personnel Records 

The Town shall maintain a personnel file for each employee in accordance with Vermont law 

and VLCT best practices. 

13.1 Contents of Personnel Files 

Personnel files may include: 

• Employment applications and resumes 

• Job descriptions 

• Performance evaluations 

• Disciplinary records 

• Training certifications 

• Employment agreements 

• Other relevant employment documents 

13.2 Employee Access 

Employees may review their personnel file upon reasonable request during normal business 

hours. 

13.3 Confidentiality 

Personnel records shall be maintained in a secure location. Access is limited to authorized Town 

officials and others as required by law. 

13.4 Medical and Protected Records 

Medical records, drug-testing results, and other confidential documents shall be kept in separate, 

secure files in compliance with state and federal law. 

Section 14: Political Activity 

Employees of the Town of Orange retain their rights as private citizens to engage in lawful 

political activity. However, such activity must not interfere with the employee’s duties or 

compromise the integrity of municipal operations. 

14.1 Permitted Activity 

Employees may: 



Page 12 of 23 

• Vote and express personal political opinions 

• Participate in political campaigns outside of work hours 

• Hold membership in political organizations 

14.2 Prohibited Activity 

Employees shall not: 

• Engage in political activity during work hours 

• Use Town property, equipment, or resources for political purposes 

• Represent personal political views as those of the Town 

• Coerce or pressure others regarding political beliefs or contributions 

14.3 Elected Office 

Employees seeking or holding elected office must comply with all conflict-of-interest provisions 

and may be required to take leave or resign if the position conflicts with their municipal duties. 

Section 15: Outside Employment 

Employees may engage in outside employment provided such employment does not conflict with 

their duties for the Town. 

15.1 Disclosure Requirement 

Employees must notify the Selectboard in writing if they engage in outside employment. 

15.2 Prohibited Outside Employment 

Outside employment is prohibited if it: 

• Creates a conflict of interest or appearance of conflict 

• Interferes with the employee’s availability or performance 

• Involves the use of Town property, equipment, or confidential information 

• Competes with services provided by the Town 

15.3 Town Determination 

The Selectboard may require an employee to discontinue outside employment if it is determined 

to conflict with Town interests or impair job performance. 

Section 16: Technology and Electronic Communications 

Town technology systems—including computers, email, telephones, mobile devices, software, 

and internet access—are provided to employees for official municipal purposes. Employees must 

use these systems responsibly and in accordance with Town policies and applicable laws. 
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16.1 Acceptable Use 

Employees shall use Town technology only for official Town business unless incidental personal 

use is expressly permitted. All use must comply with the Town’s technology use policy. 

16.2 Prohibited Use 

Employees shall not use Town technology to: 

• Access, transmit, or store inappropriate, offensive, or illegal material 

• Conduct personal business or outside employment 

• Engage in political activity 

• Harass, discriminate, or intimidate others 

• Download unauthorized software or bypass security controls 

16.3 No Expectation of Privacy 

Town technology systems are Town property. Employees should have no expectation of privacy 

in any communication, file, or data created, stored, or transmitted using Town systems, except as 

required by law. 

16.4 Monitoring 

The Town may monitor, access, or review electronic communications and data at any time for 

legitimate business or legal purposes. 

Section 17: Harassment and Discrimination Prevention 

The Town of Orange is committed to maintaining a workplace free from unlawful harassment, 

discrimination, and retaliation. This policy is consistent with Vermont’s Fair Employment 

Practices Act (21 V.S.A. § 495) and federal law. 

17.1 Prohibited Conduct 

Harassment or discrimination based on any protected classification—including race, color, 

religion, ancestry, sex, sexual orientation, gender identity, age, national origin, disability, marital 

status, veteran status, pregnancy, or any other protected category—is strictly prohibited. 

17.2 Sexual Harassment 

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other 

verbal or physical conduct of a sexual nature. Vermont law requires employers to maintain a 

clear and enforceable sexual harassment prevention policy. 

17.3 Reporting 
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Employees who experience or witness harassment or discrimination must report the conduct to 

their supervisor, the Selectboard, or any designated official. Reports may be made verbally or in 

writing. 

17.4 Investigation 

The Town shall promptly and impartially investigate all complaints. Appropriate corrective 

action shall be taken when violations are substantiated. 

17.5 Protection from Retaliation 

Retaliation against any employee who makes a good-faith complaint or participates in an 

investigation is strictly prohibited. 

Section 18: Workplace Violence Prevention 

The Town of Orange is committed to providing a safe workplace and prohibits any form of 

workplace violence, including threats, intimidation, or physical harm. 

18.1 Prohibited Conduct 

Employees shall not engage in: 

• Threatening or intimidating behavior 

• Physical violence or attempts at violence 

• Possession of weapons on Town property (except as permitted by law or policy) 

• Verbal or written threats 

18.2 Reporting Requirements 

Employees must immediately report any threat, act of violence, or suspicious behavior to their 

supervisor or the Selectboard. 

18.3 Response and Investigation 

The Town shall investigate all reports and take appropriate action, which may include discipline, 

law enforcement involvement, or workplace safety measures. 

Section 19: Travel and Expense Reimbursement 

Employees may be reimbursed for reasonable and necessary expenses incurred while conducting 

official Town business, consistent with the Town’s travel and expense policy. 
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19.1 Authorization 

All travel requiring overnight lodging or significant expense must be approved in advance by the 

Selectboard or the employee’s supervisor. 

19.2 Reimbursable Expenses 

Reimbursable expenses may include: 

• Mileage at the IRS-approved rate 

• Lodging 

• Meals (subject to per-diem limits) 

• Registration fees 

• Other necessary business expenses 

19.3 Documentation 

Employees must submit itemized receipts and a completed reimbursement form within 30 days 

of incurring the expense. 

19.4 Non-Reimbursable Expenses 

Personal expenses, alcohol, entertainment, and expenses unrelated to Town business shall not be 

reimbursed. 

Section 20: Separation from Employment 

Separation from employment may occur through resignation, retirement, layoff, or termination. 

The Town shall administer separations in a fair and orderly manner consistent with Vermont law 

and Town policy. 

20.1 Resignation 

Employees are encouraged to provide at least two weeks’ written notice of resignation. 

20.2 Retirement 

Employees planning to retire should notify the Selectboard in writing and coordinate with the 

Town Treasurer regarding benefits and final compensation. 

20.3 Layoff 

The Town may lay off employees due to budgetary constraints, reorganization, or changes in 

service needs. Layoff decisions shall be made by the Selectboard. 
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20.4 Termination 

Employees may be terminated for cause or, in the case of at-will employees, without cause. 

Termination procedures shall follow Section 11. 

20.5 Final Pay and Return of Property 

Upon separation, employees shall: 

• Receive final wages in accordance with Vermont law (21 V.S.A. § 342). Payment 

deadlines vary based on the type of separation and may include the next regular payday 

or, in cases of discharge, payment within 72 hours. The Town will comply with all 

statutory requirements regarding the timing and contents of final wage payments. 

• Return all Town property, including keys, equipment, documents, and electronic devices 

• Settle any outstanding obligations to the Town 

Section 21: Training and Professional Development 

The Town of Orange supports ongoing training and professional development to ensure 

employees maintain the skills and knowledge necessary to perform their duties effectively. 

21.1 Required Training 

Employees shall participate in all mandatory training required by the Town, VLCT, OSHA, or 

other regulatory bodies. Required training may include: 

• Workplace safety 

• Harassment prevention 

• Equipment operation 

• Emergency procedures 

• Ethics and conflict-of-interest compliance 

21.2 Optional Training 

Employees may request approval to attend optional training, workshops, or conferences that 

enhance job performance. Approval is subject to budget availability and supervisor 

authorization. 

21.3 Training Records 

The Town shall maintain records of all required and completed training in the employee’s 

personnel file. 
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Section 22: Performance Evaluation 

The Town of Orange may conduct performance evaluations to assess employee effectiveness, 

identify areas for improvement, and support professional growth. 

22.1 Frequency 

Performance evaluations may be conducted annually or at intervals determined by the 

Selectboard or supervisor.  Annual evaluations should be completed prior to June 1st. 

22.2 Evaluation Criteria 

Evaluations may consider: 

• Job knowledge and skills 

• Quality and timeliness of work 

• Communication and teamwork 

• Compliance with Town policies 

• Attendance and reliability 

• Public service and professionalism 

22.3 Employee Acknowledgment 

Employees shall review and sign their evaluation to acknowledge receipt. Signing does not 

indicate agreement. 

Section 23: Overtime and Compensatory Time 

 
23.1 General Policy 

 

The Town of Orange complies with the Fair Labor Standards Act (FLSA) and Vermont wage 

and hour laws. Employees shall be classified as exempt or non-exempt based on FLSA criteria. 

Only non-exempt employees are eligible for overtime compensation or compensatory time. 

Employees are expected to work their assigned schedules. Overtime work shall be minimized 

and used only when necessary to meet operational needs. 

 

23.2 Overtime Eligibility 

 

Non-exempt employees shall receive overtime compensation at one and one-half (1.5) times 

their regular hourly rate for all hours worked in excess of 40 hours in a workweek. 

Paid leave (vacation, sick, holiday, personal time, or compensatory time used) does not count as 

“hours worked” for the purpose of calculating overtime unless required by law. 

 

 

 

 



Page 18 of 23 

23.3 Overtime Authorization 

 

All overtime must be approved in advance by the employee’s supervisor or the Selectboard. 

Unauthorized overtime is prohibited and may result in disciplinary action; however, if worked, it 

must still be compensated in accordance with FLSA. 

 

Employees shall not work overtime voluntarily or independently without prior approval. 

 

23.4 Compensatory Time Option 

 

In lieu of overtime pay, the Town may allow non-exempt employees to accrue compensatory 

time (“comp time”) at a rate of one and one-half (1.5) hours for each overtime hour worked. 

Comp time may be used only with supervisory approval and only when such use does not unduly 

disrupt Town operations. 

 

23.5 Compensatory Time Accrual Limits 

 

Consistent with FLSA: 

• Non-exempt employees may accrue a maximum of 80 hours of compensatory time. 

• Once an employee reaches the maximum accrual, all additional overtime hours must be 

paid in cash. 

• Employees who reach the 80‑hour maximum may request a payout of up to 40 hours of 

accrued compensatory time so they may continue to earn and use comp time. 

• The Town may, at its discretion, pay out accrued compensatory time at any time. 

 

23.6 Payout of Compensatory Time 

 

Upon separation from employment, all unused compensatory time shall be paid out at the higher 

of: 

• The employee’s final regular rate of pay, or 

• The average regular rate over the last three years of employment. 

 

23.7 Recordkeeping 

 

Employees must accurately record all hours worked, including overtime and compensatory time 

earned or used. Supervisors are responsible for ensuring compliance with timekeeping 

requirements and for submitting accurate records to payroll. 

 

23.8 Exempt Employees 

 

Exempt employees are not eligible for overtime pay or compensatory time. However, the Town 

may, at its discretion, authorize flex time for exempt employees to accommodate unusual or 

extended work demands. Flex time is not guaranteed, does not accrue, and has no cash value. 

 



Page 19 of 23 

Section 24: Benefits and Leave 

Employee benefits and leave entitlements are administered in accordance with Town policy, 

Vermont statutes, and applicable federal regulations. This section establishes the benefits and 

leaves programs available to eligible employees. 

The Town offers group insurance and other benefit programs to its eligible full-time employees.  

 

The Town reserves the right to change insurance carriers, or to add, delete or amend insurance or 

other benefit programs in its sole discretion. The Town also reserves the right to change the 

amount or percentage of its contribution to the cost of any group health insurance program. 

Employees will be provided with advance notice of any change in the contribution rate. 

 

If an employee chooses not to take the health insurance benefit, they will be compensated $5,000 

stipend that counts towards earned income following the employee’s first 11 months and 

annually thereafter. 

24.1 Holidays 

The Town observes the following paid holidays each calendar year, as established by the 

Selectboard: 

• New Year’s Day (January 1) 

• Martin Luther King Jr. Day (3rd Monday in January) 

• Presidents’ Day (3rd Monday in February) 

• Town Meeting Day (1st Tuesday in March) – Floating Holiday 

• Memorial Day (Last Monday in May) 

• Juneteenth (June 20) 

• Independence Day (July 4) 

• Bennington Battle Day (August 16) 

• Labor Day (1st Monday in September) 

• Columbus Day / Indigenous Peoples’ Day (2nd Monday in October) 

• Veterans Day (November 11) 

• Thanksgiving Day (4th Thursday in November) 

• Christmas Day (December 25) 

Employees receive holiday pay equal to the number of hours in their regular workday at their 

standard rate of pay. 

• Holidays falling on Saturday are observed on the preceding Friday. 

• Holidays falling on Sunday are observed on the following Monday. 

• Holidays occurring during approved vacation leave are not charged against vacation 

balances. 

24.2 Vacation Leave  
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• Accrual 

Full-time and part-time employees accrue vacation leave based on years of service: 

Years of Service 
Annual 

Accrual 

1st year 5 days 

2nd–5th year 10 days 

6th–12th year 15 days 

13th year and beyond 20 days 

Vacation begins accruing on the date of hire on a prorated weekly basis. Employees may not use 

vacation leave during their probationary period. Annual increases in accrual rate take effect on 

January 1. 

• Carryover 

Employees may carry forward up to 100% of their annual vacation allowance. All carried‑over 

time must be used within the following calendar year and will be paid at the employee’s rate of 

pay at the time the leave is taken. 

• Use and Approval 

Vacation must be taken in increments of at least 15 minutes. Employees are encouraged to take 

annual vacation and must submit requests to their supervisor at least one week in advance unless 

waived by the Selectboard. 

• Payout 

Upon retirement, layoff, or resignation, employees are paid for unused accrued vacation, except 

employees who separate during their probationary period. 

Upon an employee’s death, accrued vacation is paid to the employee’s spouse or, if none, to the 

employee’s estate. 

24.3 Sick Leave 

• Eligibility 

For purposes of this section, an “eligible employee” is an employee or elected official who: 

• is age 18 or older; 

• works an average of 18+ hours per week; and 

• is expected to work at least 20 weeks in a 12-month period. 
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This definition includes new hires and employees in probationary status. It excludes individuals 

working per diem, intermittently, or without an expectation of continued employment. 

• Accrual 

Eligible employees earn 1 hour of paid sick leave for every 52 hours worked, up to 40 hours per 

12-month period, in accordance with Vermont’s Earned Sick Time Act (21 V.S.A. §§ 481–487). 

Employees may not use sick leave during their probationary period. 

The cap on Sick leave is set at 80 hours. 

• Permitted Uses 

Sick leave may be used for: 

• The employee’s own illness, injury, or medical care. 

• Preventive, routine, diagnostic, or therapeutic health care. 

• Caring for a sick or injured family member (as defined in statute). 

• Obtaining medical, counseling, social, or legal services related to domestic violence, 

sexual assault, or stalking (as defined in 15 V.S.A. § 1151). 

• Caring for a family member whose school or place of care is closed for public health or 

safety reasons. 

Employees must provide notice as soon as practicable and make reasonable efforts to schedule 

routine appointments outside work hours. 

If an employee is absent for three consecutive workdays, the Town may require a doctor’s note 

or other appropriate documentation to support the absence. 

Sick leave is paid at the employee’s regular rate of pay. Unused sick leave is not paid out upon 

separation. 

24.4 Bereavement Leave 

Employees may receive up to three (3) paid bereavement days per year (prorated for part-time 

employees) for the death of a close family member, domestic partner, or household member. 

“Close family member” includes spouse, civil union partner, romantic cohabitant, parent, 

stepparent, grandparent, child, stepchild, grandchild, sibling, aunt, uncle, niece, nephew, cousin, 

parent-in-law, or sibling-in-law. 

Supervisors may approve additional time using accrued sick leave or unpaid leave based on 

circumstances such as travel distance, relationship, and responsibilities for arrangements. 

Bereavement leave does not accrue, carry over, or pay out upon separation. 
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24.5 Short-Term Family Leave 

In accordance with 21 V.S.A. § 472a, eligible employees may take up to 4 hours in any 30-day 

period, not to exceed 24 hours in a 12-month period, for: 

• School or academic activities of a child, stepchild, foster child, or ward. 

• Routine medical or dental appointments for the employee’s child, parent, spouse, or 

parent-in-law. 

• Professional care appointments for the employee’s parent, spouse, or parent-in-law. 

• Responding to a medical emergency involving the employee’s child or immediate family 

member. 

The Town may require leave to be taken in minimum two-hour increments. Employees may elect 

to use accrued paid leave. Employees must provide as much advance notice as possible, and no 

less than seven days except in emergencies. 

24.6 Crime Victim Leave 

Under 21 V.S.A. § 472c, eligible employees who are crime victims may take unpaid leave to 

attend: 

• Criminal proceedings where they have a legal right or obligation to appear. 

• Relief-from-abuse, neglect, or exploitation hearings where they are the plaintiff. 

• Hearings for orders against stalking or sexual assault. 

A “crime victim” includes individuals who have obtained protective orders or who have suffered 

injury as a direct result of a crime, as well as certain family members living with the victim. 

Employees may choose to use accrued paid leave during this time. 

24.7 Leave of Absence Without Pay 

Employees may request unpaid leave to attend Town Meeting by submitting a request at least 

seven days in advance. Leave will be granted unless it disrupts essential Town operations. 

Other unpaid leave requests must be submitted in writing, state the purpose, and specify the 

requested duration and return date. 

Employees may continue group health coverage during unpaid leave at their own expense, 

subject to Town approval. No benefits accrue during unpaid leave exceeding five days. 

24.8 Military Leave 

The Town complies with the Uniformed Services Employment and Reemployment Rights Act 

(USERRA) and 21 V.S.A. §§ 491 et seq. Employees taking military leave will be granted unpaid 

leave and may elect to use accrued paid leave. 
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24.9 Jury Leave 

Employees serving as jurors or as witnesses in matters unrelated to their Town employment will 

be paid their regular hourly rate. Under 21 V.S.A. § 499, such employees continue to accrue 

seniority and benefits. 

Employees required to testify due to their Town employment will be compensated for the 

difference between their regular pay and any witness compensation received when applicable. 

Section 25: Workers’ Compensation 

Employees injured in the course of employment are covered by workers’ compensation in 

accordance with Vermont law. 

25.1 Reporting Requirements 

Employees must report all workplace injuries or illnesses to their supervisor immediately. 

25.2 Medical Treatment 

Employees shall seek medical treatment as directed by the Town’s workers’ compensation 

carrier when required. 

25.3 Return-to-Work 

Employees are required to provide medical clearance before returning to work. Modified duty 

may be offered when appropriate. 

Section 26: Amendments and Severability 

26.1 Amendments 

The Selectboard may amend, modify, or repeal any provision of this personnel policy at any 

time. Amendments shall take effect upon adoption unless otherwise specified. 

26.2 Severability 

If any provision of this policy is found to be invalid or unenforceable, the remaining provisions 

shall continue in full force and effect 

. 

 

 

 





 

TOWN OF ORANGE 
392 U.S. Route 302, Orange, VT 05641 

(802) 479-2673 
Orangevt.org - townclerk@orangevt.org 

 
 

Town of Orange Personnel Policy Acknowledgment Form 

 

I acknowledge that I have received a copy of the Town of Orange Personnel Policy, as adopted 

by the Selectboard. I understand that it is my responsibility to read, understand, and comply 

with the policies, procedures, and expectations contained within this document. 

I further acknowledge and understand: 

• This Personnel Policy does not constitute an employment contract. 

• Employment with the Town of Orange is at-will, unless otherwise provided by written 

agreement. 

• The Selectboard may amend, modify, or repeal any portion of this policy at any time. 

• It is my responsibility to seek clarification from my supervisor or the Selectboard if I 

have questions about any part of the policy. 

• I agree to comply with all policies, procedures, and standards of conduct established by 

the Town of Orange. 

By signing below, I confirm that I have received a copy of the Personnel Policy and understand 

that it is my responsibility to review and follow it. 

 

Employee Name: ___________________________________________ 

 

Employee Signature: _______________________________________ Date: _____________ 

 

Selectboard Representative: _________________________________ Date: _____________ 

mailto:townclerk@orangevt.org
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