
FLTA Personnel Policies Guide, Compensation and Benefits

BE IT RESOLVED THAT

On January 19, 2013 the board of the Forrest Lake Townhouse Association
modified the Personnel Policies Guide regarding Compensation and
Benefits and specifically the paragraphs for Holidays and Vacations
retroactive to November 1, 2012. All references to the "Association"
means the Forrest Lake Townhouse Association, Inc. and its board of
directors and any references to the "Board" means the board of
directors of the Forrest Lake Townhouse Association, Inc.

The paragraph for Holidays was modified to read:

FLTA pays its full time employees for seven holidays each year,
are

They

New Year's Day

Memorial Day

July 4th

Labor Day

Thanksgiving Day

Christmas Day

Floating Holiday

Paid time off is not included in calculating possible overtime hours.
However, if an employee is required to work on a holiday, time worked
will be paid at time and a half. Holiday pay will be for the number of
hours normally worked during a single shift. Saturday holidays are
observed on Friday and Sunday holidays are observed on Monday. One day
as a Floating Holiday to be utilized at the discretion of the employee.

The paragraph for Vacation was modified to read:

FL provides vacations to give employees a period away from their work
for rest and relaxation. All vacation time is subject to change or
rescheduling according to business needs. Earned vacation must be
taken in the year it is earned and carryover of vacation is not an
option. Pay in lieu of vacation taken is also not an option.
Employees are not entitled to pay for unused vacation not taken within
the calendar year it was earned or when their employment is terminated.

Annual vacation amounts
Vacation time is available each calendar year based on an employee's
regularly scheduled hours and the full years of service they are
expected to have earned by the end of the year. Eligible full-time
employees may receive up to 160 hours (20 days) of vacation each year.
The table below summarizes annual vacation amounts:

Expected full
years of service
at the end of
Calendar year

< 1

1 to 5

5 to 10

Annual vacation amount
based on regularly

scheduled weekly hours

30 to 40 hours per week

40 hours (5 days)

80 hours (10 days)

120 hours (15 days)



Expected full
years of service
at the end of
Calendar year

10 +

Annual vacation amount
based on regularly

scheduled weekly hours

30 to 40 hours per week

160 hours (20 days)

Although vacation time is credited on a throughout the year based on
pay cycle, all of the time is available to use at any time during the
calendar year. Employees do not have to wait until time has been
credited before they can request it. Vacation is not credited during
periods of absence related to any disability or leave of absence
(including FMLA, Personal Unpaid Leave or Military Leave), but may be
credited if they are disabled and returning to work under a
transitional return-to-work program. Vacation hours may be taken in
blocks of 4 hours.

If regularly scheduled hours change during a calendar year (for
example, from < 30 hours to 40 hours per week), vacation eligibility
will be recalculated for the year. New calendar year vacation
eligibility will be determined pro rata based on the number of pay
periods subject to each schedule, with the period in which the schedule
change occurs counted as part of the new schedule.

If an employee has used vacation time that has not yet been accrued and
subsequently leaves FL before accruing the used vacation time, the used
but not yet accrued vacation time will be deducted from the employee's
final pay check.

This resolution may be amended at any time.
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