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Pay out at termination - final pay check (updated 03/12/2020)
	Pay Out
	Non-Civil Service
NOTE: For Probationary Firefighters & Police & Police Recruits  (< 1 year of service)
	Civil Service – Fire
	Civil Service - Police

	Hours worked               
	All hours worked and not paid for to date
	All hours worked/ not paid for to date
	All hours worked/ not paid for to date

	Comp Time                  
	Paid in full
	Paid in full
	Paid in full

	Vacation
	Up to 80 hours. Part time paid on a proportionate basis
	Up to 120 hours
	Up to 80 hours

	Sick Leave                 
	Not paid
	 Not paid
	 Not paid

	Civil Service Sick Leave
	Not paid
	Up to 1080 hours 
(90 days x12)
	Up to 720 hours 
(90 days x 8)

	Personal Holiday            
	Not paid
	Not paid
	Not paid

	Accumulated Holiday hours (hours worked on a holiday)      
	All hours paid  

	All hours paid  

	All hours paid  


	PAID hours                 
	Not paid
	Not paid
	Not paid

	Longevity Pay                   
	Not paid
	Pay out based on formula
	Pay out based on formula


NOTES
· Failure to provide notice of resignation – See Personnel Policy 4.18.2
· Death of employee – See Personnel Policy 4.18.4
· Policy references - See next pages

REFERENCES
Personnel Policies
[bookmark: _Toc211242405][bookmark: _Toc211243114][bookmark: _Toc225740040]4.18	SEPARATION FROM EMPLOYMENT
[bookmark: _Toc211242406][bookmark: _Toc211243115][bookmark: _Toc225740041]
4.18.1	Resignation
An employee who gives adequate written notice (at least 10 working days) is considered to have resigned in good standing. With approval of the Department Director and City Manager or designee, the ten (10) working day requirement may be waived. In the event an employee resigns in good standing, the employee will be entitled to any accrued vacation pay within limits stated in Section 5 on Leave Time.

[bookmark: _Toc211242409][bookmark: _Toc211243118][bookmark: _Toc225740045]4.18.4	Death
If a City employee dies, the employee’s estate receives all pay due and any earned and payable benefits as of the date of death. Payable benefits include personal leave and sick leave accrued.

5.4 [bookmark: _Toc225740054][bookmark: _Toc211242417][bookmark: _Toc211243126]  ACCUMULATION AND PAYOUT OF PERSONAL AND SICK LEAVE
Employees are encouraged to use their accrued personal leave (vacation) each fiscal year as it is earned.  
Employees may carry over accumulated leave as follows:


	Employee Category
	Personal Leave that may be carried over to next fiscal year
	Sick Leave  -  Maximum allowable accumulation

	Non-Civil Service 
	Equivalent to 2 x annual earnings
	240 hours /
30 days

	Civil Service police and fire employees
	Equivalent to 2 x annual earnings 

	In compliance with Chapter 143 of the Local Government Code

	Probationary fire employees
	9 days / 
108 hours
	240 hours /
30 days



On September 30th of each year, any personal leave (vacation) and sick leave balance in excess of these maximums is reduced to the maximums without compensation to the employee.

Payout of Personal and Sick Leave
Employees leaving the service of the City will be paid unused personal leave according to Section 7.10.6. The rate of pay will be determined by the salary in effect at the time of termination. Unused sick leave is canceled upon termination of employment without compensation to the employee, except Fire and Police civil service employees will be paid according to Chapter 143, Sections 143.045 and 143.046.
[bookmark: _Toc225740055][bookmark: _Toc211242418][bookmark: _Toc211243127][bookmark: _Toc220906099][bookmark: _Toc211242491][bookmark: _Toc211243200][bookmark: _Toc225740132]7.10.6	Separations
Upon separation from City employment, a regular, full-time, non-probationary employee will be paid for accrued and unused personal leave (vacation) up to a maximum of 80 hours or 120 hours for fire civil service employees. Payment for such leave balances will be included in the employee’s final paycheck and will be calculated in the following manner:
1.	The total work time and allowable personal (see section on “Personal Leave” to determine allowable vacation) and compensatory leave time for non-exempt employees will be calculated as a total number of hours for which compensation is due. For most full-time employees, the regular hourly rate will be determined by dividing the employee’s regular annual salary by 2080 working hours per year. Part-time regular employees will be compensated on a proportionate basis based on actual hours worked and leave time accrued. Any amount paid for unused personal leave will be based on the salary rate in effect for the employee at the time of termination. For fire civil service employees see section 3.11. 
2.	For employees who are subject to the Fair Labor Standards Act, any overtime hours worked during the employee’s final pay period, which have not been compensated through any of the time-off methods described under the “Overtime Compensation” section in these policies, will be paid in the final paycheck at a rate of one and one-half times the employee’s regular hourly rate for each overtime hour worked.
3.	Compensatory time for non-exempt employees, which has been entered on the employee’s records at one and one-half time the number of hours worked, will be paid at the employee’s regular straight-time rate for the total number of hours on the employee’s compensatory time record. Since the compensatory time was recorded at one and one-half time the number of hours worked, the payment for these hours is equivalent to time and one-half pay for the hours actually worked.
Unused sick leave will be canceled upon termination of employment, and the employee will not be compensated for it. See Civil Service Chapter 143 section 143.045(c) for Police and Fire civil service employees.

[bookmark: _Toc225740114][bookmark: _Toc211242476][bookmark: _Toc211243185]7.7	LONGEVITY PAY

[bookmark: _Toc211242477][bookmark: _Toc211243186][bookmark: _Toc225740115]7.7.1		Full-time Employees
The City will pay each regular full-time employee longevity pay in the amount of $4.00 per month for each full year of service with the City, with accrual beginning at the end of the first full year and up to a maximum of twenty-five (25) years of service.
Employees rehired to fill regular full-time positions with the City will receive credit for their prior length of service as regular full-time employees for longevity pay purposes beginning at the end of the first full year of employment after the rehire date.  
[bookmark: _Toc211242479][bookmark: _Toc211243188][bookmark: _Toc225740117]7.7.3		Disbursement
Longevity pay will be accumulated by the City and paid to each employee on the payroll once a year, in December. An employee, not on the payroll on this date, will not receive longevity pay, except that police officers and firefighters separated from City employment prior to the last payday of the calendar year will be paid for their accrued longevity to the time of separation in their final paycheck.  



Civil Service Chapter 143

Section 143.045 reads, in part:

…. a fire fighter or police officer who leaves the classified service for any reason is entitled to receive in a lump sum payment the full amount of the person’s salary for sick leave. If a fire fighter or police officer has accumulated more than 90 working days of a sick leave, the person’s employer may limit payment to the amount that the person would have received if the person had been allowed to use 90 days of accumulated sick leave during the last 6 months of employment.  The lump sum payment is computed by compensating the fire fighter or police officer for the accumulated time at the highest permanent pay classification for which the person was eligible during the last 6 months of employment.
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