4.0 LEAVE BENEFITS 
4.1 VACATION LEAVE 
All full-time regular employees are eligible to receive paid vacation leave. Employees will begin accruing vacation based upon the day of the month they are hired. Employees hired prior to the 15th day of the month will begin accruing vacation in the month they are hired. Employees hired on the 15th day of the month or later will begin accruing vacation in the month following the month they are hired. 
Employees absent without pay for 80 work hours or more during any month will not accrue any vacation leave for that month. Employees who terminate employment or retire from the company will earn vacation in the month of termination/retirement provided that the employee's last day of work is on the 15th or later in the termination/retirement month. Employees will not earn any hours of vacation if their last day of work is prior to the 15th day of the month in which they terminate/retire. Partial monthly accruals are not allowed. 
Employees who are off work due to a work-related injury or illness (i.e., one for which the employee has filed a workers' compensation claim) will not accrue any vacation leave if they are absent from work without pay for 80 work hours or more during each month that they are off work. However, employees will accrue vacation for each month that they are off work if they supplement their workers' compensation payments (i.e., the temporary total disability [TTD] payments from the State) by using their accrued vacation, sick leave, or compensatory time off during the month. 
[bookmark: _GoBack]Vacation days may be accumulated only to a limited extent. Employees accrue vacation monthly and may carry days over from one month to the next. The maximum amount of vacation that can be accumulated cannot exceed two times the employee's annual allowance. For example, if an employee earns vacation at the rate of 6 hours and 40 minutes each month (10 days per year), the employee may accumulate up to a maximum of 20 days. No carry-over beyond the maximum accumulation is permitted. Any amount of leave over the maximum accumulation of two times the annual allowance is lost at the end of the month in which the maximum accumulation amount has been reached. 
4.1.1 Accrual - Nonexempt Employees 
For nonexempt employees on regular 12-month appointments, vacation leave accrues every month based upon the schedule shown in the following table. The schedule shown in the following table also applies to employees who transfer from an exempt to a nonexempt position. 
	Nonexempt Employee Vacation Accrual Summary

	Years of Service  
	Monthly Accrual  
	Annual Accrual  
	Maximum  

	Less than 5 years
	6 hrs 40 mins  
	10 days  
	20 days  

	At least 5 but less than 10 years  
	1 day 2 hrs  
	15 days  
	30 days  

	10 or more years
	1 day 5 hrs 20 mins  
	20 days  
	40 days


 
The effective date for the increase in the vacation accrual rate to the next higher rate will be the first of the month, as defined below: 
For employees who began accruing vacation in the month they were hired, their new vacation accrual rate will be effective at the first of that hire month. 
For employees who began accruing vacation in the month following their month of hire, their new vacation accrual rate will be effective at the first of that month (which will be the month following the month they were hired). 
4.1.2 Accrual - Exempt Employees 
The vacation leave accrual rate for exempt employees is established at the time of employment. Typically, exempt employees accrue vacation at the rate of 20 days annually. The department director, with approval from the appropriate vice president and the Director of Human Resources, may establish the annual allowance at 15 days, with justifiable reasons. In such cases, the accrual rate for the exempt employee will increase to 20 days at the two year anniversary of the exempt employee's date of employment. The department director is responsible for notifying the Office of Human Resources of the effective date of the increase in the accrual rate. The department director may, however, withhold the increase to the higher accrual rate, based upon objective considerations, if approved by his/her vice president and the Director of Human Resources. The schedule below also applies to employees who transfer from a nonexempt to an exempt position. 
	Exempt Employee Vacation Accrual Summary  

	Monthly Accrual  
	Annual Accrual  
	Maximum 

	1 day 2 hrs  
	15 days  
	30 days  

	1 day 5 hrs 20 mins  
	20 days  
	40 days  



The accrual rates shown above apply to employees on full-time, 12-month appointments. Staff members with appointments of less than 12 months (e.g., nine-month positions), will accrue vacation leave on a basis pro-rated to full-time, 12-month appointments. 
4.1.3 Using Vacation Leave 
Vacation may be taken as time accrues at any point during the year. Vacation leave will be approved only after it is earned; it can not be taken before it is earned or in anticipation of it being earned at the end of the month. Vacations may be taken as weekly periods, individual days, or in quarter-hour increments as long as the period chosen meets with departmental approval. An absence of less than 15 minutes will be counted as a quarter hour. Employees whose regular work week consists of four 10-hour days will have 10 hours of vacation deducted from their vacation leave balance for each day of vacation they take. Vacation leave will be granted at the convenience of the company. Due to work scheduling and workload, some departments will specify periods of time when no vacations will be approved or the number of employees who may be on vacation at any given time. Some departments will request that leave be taken in defined increments of half days, whole days, or weeks. Employees must adhere to any departmental policies and/or restrictions regarding vacation scheduling. Employees should submit their Request for Leave form to the supervisor at least two weeks prior to the date the vacation is to begin. In certain departments, requests for summer vacation may be required early in the spring so the complete summer vacation schedule can be established in advance. 
Employees terminating employment for any reason are entitled to payment for all accrued, unused days and hours of vacation. 
4.2 SICK LEAVE 
All full-time regular employees are eligible to earn paid sick leave. Sick leave may be used for an illness, pregnancy or injury, or for medical or dental appointments. Employees may also use sick leave, up to a maximum of twelve (12) days in a calendar year, due to an illness or injury of the employee's spouse, children, parents, mother-in-law, father-in-law, or other family members who requires the employee's personal care and attention. Employees who need to use more than twelve (12) days in a calendar year to care for a family member who is ill or injured and who requires the employee's personal care and attention may use vacation or compensatory time off. Employees may use unpaid leave under the Family and Medical Leave Act (FMLA) to care for a family member who is ill or injured (see Section 4.6 in this handbook for details about applying for Family and Medical Leave.) Sick leave may also be approved as provided in the policy provision for personal leave. Sick leave, whether for personal illness, family illness, or personal leave, shall be deducted from the employee's accumulated sick leave. 
4.2.1 Accrual 
Sick leave accrues at the rate of one day per month of employment; there is no limit on the number of sick leave days that may be accrued. Sick leave accumulates monthly and can be carried over from month to month and year to year. The accrual rate applies to full-time 12-month appointments. Staff members with appointments of less than 12 months (e.g., 9-month positions) will accrue sick leave on a basis prorated to full-time, 12-month appointments (e.g., 9 days per year for 9-month appointments). Employees will begin accruing sick leave based upon the day of the month they are hired. Employees hired prior to the 15th day of the month will begin accruing sick leave in the month they are hired. Employees hired on the 15th day of the month or later will begin accruing sick leave in the month following the month they are hired. 
Employees absent without pay for 80 work hours or more during any month will not accrue any sick leave for that month. Employees who terminate employment or retire from the company will earn sick leave in the month of termination/retirement provided that the employee's last day of work is on the 15th or later in the termination/retirement month. Employees will not earn any hours of sick leave if their last day of work is prior to the 15th day of the month in which they terminate/retire. Partial monthly accruals are not allowed. 
Employees who are off work due to a work-related injury or illness (i.e., one for which the employee has filed a workers' compensation claim) will not accrue any sick leave if they are absent from work without pay from the company for 80 work hours or more during each month that they are off work. However, employees will accrue sick leave for each month that they are off work if they supplement their workers' compensation payments (i.e., the temporary total disability [TTD] payments from the State) by using their accrued vacation, sick leave, or compensatory time off during the month. 
4.2.2 Using Sick Leave 

Sick leave may be taken for the employee's own personal medical or dental needs as leave accrues. Sick leave will be approved only after it is earned; it can not be taken before it is earned or in anticipation of it being earned at the end of the month. Sick leave will be recorded in quarter-hour increments. An absence of less than 15 minutes will be counted as a quarter hour. Employees whose regular work week consists of four 10-hour days will have 10 hours of sick leave deducted from their sick leave balance for each day of sick leave that they take. 
Employees who are unable to report to work because they are ill must promptly notify their supervisor (See Section 9.2.a of this handbook for the policy on employee absence). Upon return to work, a supervisor may require an employee who has been absent from work due to illness or injury to provide a doctor's statement or other acceptable proof of illness or injury. Supervisors may require a doctor's statement that includes a release to return to work. Supervisors may also require proof of illness if employees have a poor attendance record or have exhibited a pattern of misusing sick leave. 
Employees terminating employment for any reason other than qualified retirement are not paid for their unused sick leave. 
4.3 LEAVE RECORDS 
All full-time regular employees who are entitled to paid leave benefits must complete the required Request for Leave form; however, employees who are required to complete the Time Record form should record leave on that form. Department supervisors may require employees to submit a Request for Leave form, even though the leave can be recorded on the Time Record form, in order to schedule work and plan for employee absences. A Request for Leave form or Time Record form must be completed in order to receive paid leave benefits. The Office of Human Resources maintains leave records for all employees. Information regarding vacation and sick leave balances is available on the Human Resources web page. 
4.4 PERSONAL LEAVE 
Full-time, regular employees may use one day of accrued sick leave each calendar year as a day of personal leave. Personal leave may be granted for any reason deemed important to the employee. Examples of occasions for which employees may want to use a day of sick leave as a day of personal leave might include: 
· Illness of family member 
· Legal business 
· Household repairs 
· Pallbearer for funeral 
· Personal or family birthday, anniversary, graduation 
· Other personal business or significant event. 
Personal leave will not be granted for an absence due to inclement weather conditions when the company needs all employees possible to report to work. 
Personal leave must be taken in a full-day increment. Any portion of a day will count as one day of personal leave. Employees whose work week consists of four 10-hour days will have 10 hours charged against their accrued sick leave balance when taking personal leave. 
If an employee decides to use a day of sick leave as a day of personal leave, the day will be deducted from his/her accrued sick leave balance. Personal leave does not accumulate from one calendar year to the next. An employee who does not use a personal day one year will not have two days of personal leave the next year; only one day of sick leave can be used as a day of personal leave in any calendar year. If an employee does not use a day of sick leave as a day of personal leave, the day of sick leave will remain as a day of accrued sick leave. 
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