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Policy Statement

It is the policy of Claflin University to provide Vacation Leave to full-time
employees. This benefit provides opportunities for employees to use earned
vacation leave to take time off from work without loss of compensation or benefits.
New full-time employees are credited with forty (40) hours leave upon
successfully completing the six-month probationary period. Vacation leave is
accrued at the completion of each semimonthly pay period (15th and the last
working day of the month).

Statement of Purpose

This policy establishes guidelines for the administration of the Vacation Leave
Program. Vacation leave provides paid leave to employees for vacations or other
personal purposes. It allows employees to take paid time off from work by using
their accrued vacation leave hours for the absent period. The rate at which an
employee earns vacation leave hours is based on the number of years of salaried
service credited to the employee. Employees who separate from the University or
experience certain other status changes may receive payment for unused vacation
leave up to established pay-out limits.

Applicability
This policy is applicable to all full-time twelve-month contract employees.
Probationary employees are not eligible to earn vacation leave hours.

DEFINITIONS

Semi-Monthly Pay Period - The two pay periods of the month designated for
leave accrual and payment purposes are:

e 15t day of the month through the 15t day of the month, and
e 16% day of the month through the last day of the month

PROCEDURES
Determining the Accrual Rate

e The rate at which an employee earns vacation leave is based upon the
years of salaried service or full-time employment with the University.
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Accrual of Vacation Leave

Vacation leave accrues at the end of the day of each completed semi-
monthly pay period. It is credited to the employee and available for use on
the first day of the next pay period (1st and 16th of the month). An employee
must have worked or have been on paid leave for the entire pay period in
order to accrue the vacation leave hours.

Vacation Leave Hours Accrual Rate
(Full-Time Twelve-Month Contract Emplovyees)

Employees will be credited with 40 vacation leave hours (5 days) upon completion
of the six-month probationary period. Vacation leave hours will accrue according
to the following schedule:

Years of Service Accrual Rate Annual Vacation Earning
Per Pay Period Hours Days Weeks

6 months (credited) 0 40 5 1

7 months - 12 months 3.34 hours 40 5 1

1-14 years 3.34 hours 80 10 2

15 -19 years 5.00 hours 120 15 3

20 years or more 6.68 hours 160 20 4

Maximum Vacation Accumulations
(Full-Time Twelve-Month Contract Employees)

Years of Service Maximum Vacation Accumulations
7 months - 14 years 160 hours (20 days)

15 - 19 years 240 hours (30 days)

20 years or more 320 hours (40 days)

Carryvover and Payment Limits

Vacation leave accumulations beyond the maximum hours that may be
allowed to carry over from one fiscal year to the next will be subtracted
on July 1 of each year. Employees may be paid the applicable maximum
accumulation upon separation from the University.

Employees under sponsored programs positions will not be paid for
vacation leave upon separation and their vacation leave will not carry over
from one grant year to the next.



Requesting and Using Vacation Leave

e Employees cannot use vacation leave until it is accrued. Hours accrued in
one pay period will be available to be used the following pay period.

e Allrequests to use vacation leave must be approved by the supervisor or the
leave will be considered unauthorized, and the employee's paycheck may
be docked.

e Employees must request and receive approval from their supervisors to take
vacation leave time. Employees should make their requests for leave as far
in advance as possible. The supervisor should attempt to approve an
employee's request for vacation leave, provided the University's operations
are not adversely affected by the leave.

e When an official holiday falls within the employee's approved vacation
time, the leave time will not be deducted for the holiday. The employee
may request to take a vacation day at a future date.

e When an employee takes leave time that was requested but not approved,

the employee will be subject to the following actions:

. The absence will be designated as unauthorized;
. The employee will not be paid for the time missed;
. The employee will not accrue vacation or sick leave for the

pay period(s) that the absence occurred because the leave
would be considered leave without pay; and
. The University may also take disciplinary action.

Vacation leave will automatically be used when an employee on sick leave
exhausts his/her accrued sick leave. The Employee has the right to request leave
without pay to retain his/her vacation leave. However, if the request is not
submitted and approved in a timely manner, the vacation leave will be used. An
employee may use vacation leave to continue receiving pay while on Leave-
Without-Pay status during suspension pending the investigation or outcome of
court proceedings. Employees who are absent due to a work-related illness or
injury may use their vacation leave to receive payment for the first five workdays
of Workers” Compensation after they have exhausted their sick leave.

Vacation leave does not accrue in the following situations:

e Any semi-monthly pay period when the employee is on leave without pay
(LWOP) for the entire pay period; and

e When an employee is suspended (LWOP) pending the results of an official
investigation or court action, or placed on disciplinary suspension;
however, if the suspension partially extends into another semimonthly pay
period, the employee accrues leave for that pay period.
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Vacation Leave After Resignation

Policy #200.20, Separation of Employment, addresses employee resignations

from Claflin University. That policy states:
“An employee who wishes to terminate his or her employment by resigning
from the University is expected to submit a written notice to the immediate
supervisor at least two weeks in advance of the separation date. Employees in
certain key administrative positions should attempt to provide at least four
weeks of notification. The supervisor is responsible for immediately
forwarding the original letter of resignation to the Office of Human Resources
for further action. Resignation letters are reviewed and acknowledged by the
University President.”

In addition, this related policy regarding vacation leave provides that an employee
who has resigned is not permitted to use any remaining vacation leave during the
final two weeks of employment. The employee should be physically present at
work for this two-week period. This presence is intended to lessen disruption to
the highest extent possible in university operations as well as to help ensure
continuity in operations.

Military Leave

Employees may retain their vacation leave balance and have it reactivated upon
their return to the University from military leave. Employees on military leave
without pay will not accrue vacation leave.

RELATED POLICIES

Family and Medical Leave Act
Maternal-Parental Leave

Sick Leave

Separation of Employment

Documentation (Tools and Forms) available on HR website -
Claflin.edu/about/ offices-services/ policies-and-procedures
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