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TOWN OF MIDDLEBURY 

Policy Review Committee 
Meeting Minutes – October 13, 2017 

 

In attendance  
Committee members: Donna Donahue, Gary Baker, Beth Dow and Chris English 
Town staff:  Ann Webster and Jackie Sullivan 
 
Chris called the meeting to order at 8:00 a.m. 
 
Approval of September 29, 2017 Meeting Minutes.  Beth moved to approve the minutes of the 
Committee’s September 29th meeting, with a second from Donna.  Unanimously approved. 
 
Resumption of Discussion of Staff Proposals for Revisions to Personnel Policy.  The Committee 
picked up its review of staff proposals with Section 2.   Highlights of the discussion follow: 
 
Section 2: Persons Covered.  Regarding paragraph 2.01, Chris explained that the Committee had 
decided not to endorse Ann’s proposed revision because it eliminated the phrase “except by separate 
by separate written agreement,” creating a blanket exclusion for elected officers and statutory 
assistants, and others, as noted.  As a compromise, Chris presented the following draft language for 
the Committee’s consideration: 
 

2.01  For purposes of this policy, a full time employee is an employee who works at least 30 hours 

per week and a part-time employee is an employee who works fewer than 30 hours per week.  

This policy applies to full-time and part-time employees of the Town of Middlebury who work on 

a regular and continuing basis, with the following exceptions: 

 Elected Officers and their statutory assistants (unless covered by a separate written 
agreement with the Selectboard) 

 Seasonal and temporary employees (defined as an employee who works 20 or few weeks, in a 
job scheduled to last 20 weeks or less in a calendar year), and persons who provide the Town 
with services on a contracted basis. 

 Members of Town boards, commissions and volunteers 
 
After further discussion there was general agreement that the proposed language was acceptable, 
with the addition of new language in the second bullet (still to be drafted) indicating that seasonal 
and temporary employees are still subject to any Personnel Policy clauses that are based on state or 
federal statutory requirements. 
 
Other items of agreement included the following: 
 



 

2 

 

 Moving the phrase “is scheduled to work” from the current paragraph 2.02 to the first 
sentence of 2.01 and deleting the existing 2.02. 

 Accepting, as presented, Ann’s revised paragraph 2.02 regarding conflicts with the Collective 
Bargaining Agreement. 

 
Section 18: Holiday Leave and Personal Days 
 
There was an extended discussion about paragraphs 18.01 and 18.02 regarding how to create an 
appropriate and consistent formula for calculating regular and prorated holiday pay for full and part-
time employees in situations where a holiday falls on a day the employee was not scheduled to work.  
Meeting participants ran through a series of ideas and scenarios and variations of scenarios, each of 
which, upon full examination, had its own flaw in application.  Jackie reported that different 
departments use various approaches today for calculating holiday pay and that her goals is to agree 
upon a set of rules that can be applied consistently across the board.   
 
After thoroughly exploring a number of options, the method that seemed to all involved to work best 
was a payment calculation arrived at by dividing the total number of hours an employee is scheduled 
to work in a week by the number of days worked, in order to establish an average daily compensation 
rate.  No final decision regarding this calculation method was reached; however, Donna and Chris 
volunteered to each draft potential language for paragraph 18.02 that incorporates this approach, for 
discussion at the Committee’s next meeting. 
 
In consideration of the fact that the Clerk’s Office runs on a 4-day-a-week schedule, which alters the 
way holiday time and pay is calculated for her staff, Ann reported that she wanted to withdraw her 
proposed changes to paragraphs 18.01, 18.02 and 18.03, and instead address issues of holiday pay as 
part of a separate agreement between her office and the Selectboard. 
 
Next Steps.  The Committee will meet next on Friday, October 27 @ 8:00 a.m., at which time it will 
resume its review with paragraph 18.04. 
 
The meeting adjourned at 9:00 a.m. 
 
Submitted by: 

Chris English 

Assistant Town Manager 


