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PURPOSE ”

The purpose of this policy is to define eligibility requirements, anniversary date, vacation
periods and seniority for all sworn personnel, to establish a procedure for selecting,
scheduling, and regulating time off, and to establish the duties and responsibilities of
Division and Unit Commanders.

ELIGIBILITY REQUIREMENTS

A. Eligibility for vacation is based on years of service computed according to the sworn

employee's anniversary date and in accordance with the following schedule:

Less than one (1) year of service No Days

One (1) year to five (5) years of service Two (2) Weeks
Five (5) years to eleven (11) years of service Three (3) Weeks
Eleven (11) years to nineteen (19) years of service  Four (4) Weeks
After nineteen (19) years for police officers Five (5) Weeks
After eighteen (18) years for sergeants Five (5) Weeks

. An employee working the twelve (12) hour shift schedule receives forty-two (42) hours
vacation for every week he/she is entitled, while the employee on the eight (8) hour shift
schedule receives forty (40) hours vacation for every week. If a transfer occurs between
shifts in a calendar year, the vacation time will be prorated accordingly.

ANNIVERSARY DATE

A. The date on which an employee completes a year of service based on the date of

appointment. The same date each year shall be the employee’s anniversary date.

1. At the completion of one (1) year of service, an employee will be eligible for two (2)
vacation weeks between the anniversary date and December 31%t of the calendar
year.
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2. On the anniversary date of the 5, 11™, and 19™ year of service, all police officers will

be eligible to receive the additional vacation week between the anniversary date and
December 31% of the calendar year.

Sergeants and Probationary Sergeants will be eligible to receive their fifth week of
vacation between the anniversary date of their 18" year of service and December
31st of the calendar year.

VACATION PERIODS and INDIVIDUAL DAYS OFF

A.

Summer Vacation period will be that period, from Memorial Day to the Sunday before
Labor Day.

. Off-Season Vacation period will be that period commencing January 1 through

December 31, exclusive of that period designated as Summer Vacation Period.

Individual Vacation Days Off (IVD)

1.

All officers may schedule any or all of their available vacation days as individual days
off. These days may be taken at any time during the calendar year, except that no
more than one (1) such day may be taken during the month of December, and
provided that there is no personnel shortage on the day requested. For Officers
working the twelve (12) hour shift schedule, an IVD shall be twelve (12) hours. For
Officers working the eight (8) hour shift schedule, an IVD shall be eight (8) hours.

Individual vacation days will have a lower scheduling priority than Holidays, DO40’s
and Personal Holidays, provided the Holiday or DO40 are not an advance selection.
Additionally, individual vacation days will have a lower scheduling priority than
vacation weeks.

An individual vacation day shall be designated as "IVD" on the Patrol Beat Plan,
Daily Activity Report and the Daily Attendance Report.

When Vacation time remains that is less than a twelve (12) hour increment, Patrol
personnel may add DO40 time to their IVD time in order to equal a twelve (12) hour
shift.

Officers will be permitted to take IVD time in two (2) hour increments attached to the
beginning or end of the workday as long as staffing requirements are met.

SENIORITY

A. Patrol Officers

1.
2.

Date of appointment.
Flip of coin.
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B. Sergeant and Above

1.
2.
3.

Seniority in rank.
Date of appointment.
Flip of coin.

SELECTIONS

A.

The Summer and Off-Season Vacation Periods will be selected on the basis of seniority
and the initial selections will be completed no later than February 1%t of the calendar
year. Each vacation period will be selected separately according to the following
process:

1.

On the initial selection, an employee may select any one (1) week or two (2)
consecutive weeks within this period, that may be selected in 2, 3, 5 or 7 day periods
for the twelve (12) hour shift schedule. If it is found that either a Summer or Off-
Season Vacation Period remains, upon completion of the seniority list, the list will be
repeated. This will enable eligible employees to select another week in either
vacation period. It will also enable employees eligible for three (3), four (4), and five
(5) vacation weeks to add one or more weeks before and/or after any week/weeks
originally selected.

All selections made after February 1t will be granted on a first-come, first-served
basis.

. When an employee becomes eligible for an additional week of vacation during the

calendar year, such selection shall not be made prior to the anniversary date.

Vacation time is not cumulative from year to year and if not taken within the year, will be
forfeited. Any exception must be approved by the Superintendent of Police and the
Township Manager. Officers must use all allocated vacation days within the calendar
year that the vacation days are allocated for.

SCHEDULING

A. Each Division and Unit Commander shall maintain a vacation schedule as it pertains
to the work schedule of the platoon or unit under their command.

REGULATION

A. In order to maintain the efficient operation of the Department, the selection of
vacations shall conform to the following regulations.

1. OPERATION DIVISION

a. Patrol Platoon Personnel:
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1. Sergeants: No more than one (1) off at a time from each platoon.

2. Patrol Officers: No more than three (3) off at a time from each platoon.
b. Investigations Unit Personnel:

1. Lieutenant and Sergeant: No more than one (1) off at a time.

2. Investigators: No more than two (2) off at a time without the approval of
the Unit Commander.

c. Traffic Safety Unit Personnel:
1. No more than one (1) off at a time from staff personnel and supervisor.
d. Special Operations Unit:
1. Enforcement Team is permitted one (1) off at a time.
2. Special Investigations Unit is permitted one (1) off at a time.
3. Bicycle Unit is permitted one (1) off at a time per team.
2. STAFF SERVICES DIVISION
a. Auxiliary Services Unit Personnel:
1. Report Review Officers, Identification Officer, and Officer in Charge of the
Communications Center: No more than two (2) off at a time without the
approval of the Unit Commander.

b. Staff & Inspections and Crime Prevention Unit Personnel

1. Lieutenant and Sergeant. No more than one (1) off at a time without
approval of a Division Commander.

2. Officers: No more than one (1) off at a time without the approval of the
Unit Commander.

3. DIVISION COMMANDERS

a. Will regulate the vacation schedule of subordinate Unit Commanders to
ensure continuity of command.

b. Will coordinate their vacation schedule with the Superintendent of Police.
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HOLIDAYS, DO40 HOURS, PERFECT ATTENDANCE, AND PARENTAL LEAVE

A. Scheduled Holidays — For dates not listed refer to the annual posted Holiday schedule:

New Year’s Day January 1

Martin Luther King Jr. Day  Third Monday in January
President’s Day February

Good Friday March/April

Easter Sunday March/April

Memorial Day Last Monday in May
Juneteenth June 19

Independence Day July 4

Labor Day First Monday in September
Thanksgiving Day Fourth Thursday in November
Christmas Day December 25

1. Scheduled Holidays shall be designated as "HOL" on the Patrol Beat Plan form, the
Daily Activity Report, and the Attendance Record. "T.T." shall be entered to the right
of an officer's name when the triple-time option is selected. Patrol Officers receive
eighty (88) hours of Holiday time annually. Holidays shall be taken in twelve (12)
hour increments by officers on the twelve (12) hour shift schedule.

2. For officers working the twelve (12) hour shift, Holiday Pay shall apply only to the
shifts that start on the Holiday and shall be paid for all hours worked on that shift.

B. Day Off-40 Hours

1. Personnel assigned to a patrol platoon will earn (4) hours of DO40 time for every
eighty-four (84) hours worked in a pay period. Patrol personnel may take DO40 time
in four (4), eight (8) or twelve (12) hour increments attached to the beginning or end
of the workday as long as staffing requirements are met .

2. DOA40’s shall be designated as DO40 on the Patrol Beat Plan form, the Daily Activity
Report, and the Attendance Record.

3. Patrol personnel shall select twelve (12) hours of either DO40 or Holiday time per
month according to procedures.

4. All personnel should note that there is no guarantee of DO40/Holiday time if requests
are delayed until late in the calendar year when personnel shortages may preclude
the granting of time off.

C. Personal Holidays
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All police officers shall receive forty-eight (48) hours of Personal Holiday (PH) time,
which may be granted at any time during the calendar year, provided that there is no
manpower shortage for the day requested. All personnel should be mindful of the
possibility of forfeiture of Personal Holidays if requests are delayed until the latter
weeks of the calendar year when personnel shortages may preclude the granting of
the Personal Holiday.

Two (2) Personal Holidays will be selected on the basis of seniority and the initial
selections will be completed no later than February 15t of the calendar year, after the
vacation selection process has been completed. Only one advance PH selection
shall be granted per day. All remaining Personal Holidays requested at least sixty
(60) days in advance, for a full shift, shall have priority over a Holiday, DO40 or IVD.
Otherwise, Holiday and DO40 selections shall have priority over a Personal Holiday
selection provided the Holiday or DO40 is not an advance selection.

All personnel may take PH time in four (4), eight (8), or twelve (12) hour increments
attached to the beginning or end of the workday as long as staffing requirements are
met.

A Personal Holiday shall be designated as "PH" on the Patrol Beat Plan form, Daily
Activity Report and the Daily Attendance Report.

Up to 16 hours of unused PH may be carried over into the following year. Carryover
PH shall be utilized prior to the new year’s allotment of PH time, and carryover PH
not used by June 30" of the carryover year will be automatically removed from an
officer’s allotment.

. Perfect Attendance Leave

1.

Perfect attendance is considered one full calendar year, January 1%t through
December 31%, of employment without the use of any sick leave (excluding Medical
Permission Leave) and without an absence of more than 90 days due to a work-
related injury or on unpaid leave.

Probationary Officers who achieve perfect attendance are not eligible to receive
Perfect Attendance Leave until their probationary period has successfully been
completed.

Officers who achieve one calendar year of perfect attendance will receive twelve (12)
hours Perfect Attendance (PA) time in January of the following year.

Officers who achieve three (3) consecutive calendar years of perfect attendance will
receive sixteen (16) hours of PA time in January of the following year.

Officers who achieve six (6) consecutive calendar years or more of perfect
attendance will receive twenty-four (24) hours of PA time in January of the following
year.
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An eligible officer, who does not elect to use or donate his / her PA hours, will be
permitted to “cash-in” his / her 12, 16 or 24 hours of PA for a $100 payment. The PA
payment will be paid in the first full pay period in February, once per calendar year,
the year following the successful outcome of perfect attendance and there shall be
no proration of the PA payment. An eligible officer must notify in writing the Staff
Services Commander if the officer is selecting this option no later than January 15%
of the respective calendar year.

A PA day may be used in the same manner and will carry the same weight as a
Personal Holiday for selection purposes.

E. Parental Leave

1.

Eligible officers shall be provided paid Parental Leave in accordance with Lower
Merion Township HR Policy 6.16 Paid Parental Leave.

Parental leave may be used by either parent in the twelve (12) months immediately
following the birth of a child, or the placement a child age 17 or younger for adoption
or foster care.

Paid parental leave will run concurrently with and reduce the eligible employee’s
Family Medical Leave Act (FMLA) entitlement. In no event shall the use of other paid
leave extend the twelve (12) week FMLA entitlement.

The request to use personal time off outside of Family Medical Leave, to supplement
Paid Parental Leave, is subject to supervisory approval based on staffing
requirements.

To receive Parental Leave, officers shall prepare a Paid Parental Leave Request
Form and submit it to the Human Resources Department. The officer shall also
notify their supervisor of their anticipated leave dates.

REGULATIONS

A. Operations Division

1.

Platoon Personnel:

a. Patrol Platoon Supervisors are responsible for maintaining minimum
personnel staffing requirements as follows:

1. 0700 to 2300 hours: 12 Patrol Officers and 2 Sergeants
2. 2300 to 0300 hours: 10 Patrol Officers and 2 Sergeants
3. 0300 to 0700 hours: 8 Patrol Officers and 2 Sergeants
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b. This is in addition to personnel needed to staff the Communications Center.
Any deviation from these minimal requirements requires approval from the
Watch Commander’s Office. Permissible reasons to deviate from the above
will be limited to the need to address crime trend changes or other situations
regarding public safety.

c. Patrol Platoon Supervisors may allow as many as six (6) officers off using
Vacation, Holiday, PH/PA, D040, and/or non-FML Parental Leave.
Supervisors must maintain minimum staffing requirements. (Permission to
allow six (6) officers off is the maximum allowed off on a given day, it is not to
be construed as a guaranteed minimum).

2. Investigations and Juvenile Unit Personnel:
a. Will take all scheduled Holidays on the Holiday (Note exceptions in b.).

b. When feasible and based upon unit staffing and operational needs determined by
the unit commander, three (3) or more officers from the Investigations Unit will be
assigned to shifts on each MLK Jr. Day, President’s Day and Good Friday.

c. Each officer will receive a Holiday for those Holidays that fall on a regularly
scheduled day off.

d. When two (2) or more Holidays fall on a scheduled day off during the year, they
will be taken equally during the periods January 1 - June 30, and July 1 -
December 31; however, the odd numbered Holiday may be taken during either
period.

e. In selecting the aforementioned Holidays, no more than one (1) officer at a time
from each unit will be permitted off.

3. Special Operations and Traffic Safety Unit Personnel:

a. Will take all scheduled Holidays on the Holiday, unless authorized by the
Operations Division Commander.

b. Each officer will receive a Holiday for those Holidays that fall on a regularly
scheduled day off.

c. When two (2) or more Holidays fall on a scheduled day off during the year, they
will be taken equally during the periods January 1 - June 30 and July 1 -
December 31; however, the odd numbered Holiday may be taken during either
period.

d. In selecting the aforementioned Holidays, not more than one (1) officer at a time
will be permitted off from the Special Operations Unit as well as the Traffic Safety
Unit staff.
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B. Staff Services Division

1. Report Review, ldentification Officer, and Officer in Charge of the Communications
Center:

a. Report Review Officers, Identification Officer, and the Officer in Charge of the
Communications Center shall be off on all scheduled Holidays, except as
otherwise directed by the Staff Services Division Commander.

b. Will receive a Holiday for those Holidays that fall on a regularly scheduled day off.

c. There will be no more than two (2) Report Review Officer, Identification Officer, or
Officer in Charge of the Communications Center off without the approval of the
Unit Commander.

d. When two (2) or more Holidays fall on a scheduled day off during the year, they
will be taken equally during the periods January 1 - June 30, and July 1 -
December 31; however, the odd numbered Holidays may be taken during either
period.

2. Staff & Inspections and Crime Prevention Unit Personnel:

a. Will take all scheduled Holidays on the Holiday except as otherwise directed
by the Staff Services Division Commander.

b. Will receive a Holiday for those Holidays that fall on a regularly scheduled day
off.

c. When two (2) or more Holidays fall on a scheduled day off during the year,
they will be taken equally during the periods January 1 - June 30, and July 1 -
December 31; however, the odd numbered Holiday may be taken during
either period.

d. In selecting the aforementioned Holidays, no more than one (1) officer at a
time will be permitted off without the approval of the Unit Commander.

C. Holiday Option
1. An officer scheduled to work on a designated Holiday that actually works that day

may elect to be compensated at a triple-time rate and forfeit his/her earned Holiday
time.

SELECTION
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A. All scheduled time off will be forfeited unless taken within the pre-determined selection
periods. All time off will be forfeited unless taken during the calendar year.

RESPONSIBILITY

A. It shall be the responsibility of the Division and Unit Commanders to maintain a schedule
and to ensure compliance with this policy. Exceptions to this policy, based on
operational needs determined by Division Commanders, shall be submitted to the
Superintendent of Police, by the Division Commanders, for approval.

B. It is the responsibility of all officers and supervisors to accurately maintain and record
their approved time off.



