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ADMINISTRATIVE SUBJECT

POLICIES AND PROCEDURES MANUAL LEAVES OF ABSENCE

SUB- TOPT C
VACATI ON LEAVE

ENTI TLEMENT: Except for faculty nenbers appointed for |less than twelve (12) nonths,
and those appointed to positions which require student status, every regul ar enpl oyee,
salaried or hourly, will be granted paid vacation according to total years of service
with the State. Each Septenber, Human Resources issues a "vacation" neno indicating

t he nunber of hours an enpl oyee accrues nonthly based on the nunber of years of

servi ce.

A regul ar enpl oyee earns vacation entitlenent beginning with the first day of
enpl oyment with the State and ending on the |ast day of duty. "Regular" is defined as
an appointment for at |east twenty (20) hours per week for a period of at |east four
and one-half (4 1/2) nonths. Those regul ar enpl oyees appointed for |ess than 100%

time will earn vacation on a percentage basis for the tinme appointed.

Credit for one nonth's accrual will be given for each nonth or fraction of a nonth
of enploynent. Tinme taken during which any enpl oyee is excused from work because of
hol i days or paid sick leave will not be charged agai nst any accrued vacation. The

enpl oyee's time and effort report (time sheet) shall reflect all vacation hours taken

RESTRI CTIONS: Hourly credit is accrued based (prorata) on the tine actually worked.

No vacation pay is earned while an enployee is in an ineligible status (any |eave

wi t hout pay, etc.). Overtinme is not calculated in vacation accrual. Vacation pay is

granted after continuous enploynment with the State for six (6) nmonths, although credit
is accrued during that period. (NOTE: A newto-UTD enpl oyee who has previously served
at least six nonths with a state agency is not required to wait six nonths before

taki ng vacation tinme at UTD.)

EXCEPTI ONS: Advancenent of vacation | eave before an enpl oyee has earned it is not
perm ssible at UTD. 1In those rare instances where an exception nmust be made, witten

approval of the appropriate Dean or Vice President is required.
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TRANSFER: If an enpl oyee transfers w thout service interruption fromone state agency

to another, he/she is entitled to credit for accunul at ed unused vacation | eave, which

will be transferred.

1. Transferring fromUTD: An enployee, who transfers from UTD to another state

agency, should verify that the current state enployer has received confirmation

of any unused sick | eave from UTD Human Resources.

2. Transferring to UTD: The incom ng enpl oyee nust provide Human Resources with

a witten record fromthe previous state enpl oyer regarding accrued |l eave in

order to be credited with such | eave.

VWHEN VACATION IS TO BE TAKEN: Enpl oyees who neet the above nentioned criteria are

encouraged to take vacation in the fiscal year it is earned. |If, however, it is
necessary for an enployee to carry forward vacation accrual, total accumul ated | eave
carried forward fromone fiscal year to the next may not exceed the maxi num nunber of
hours noted above under "Entitlenent." Vacation hours in excess of the nmaxi num
carryover allowed on each August 31% are credited to the enployee’'s sick |eave

bal ance.

SEPARATION: A University enpl oyee who resigns, is disnissed, or separates from

Uni versity enployment shall be entitled to be paid a "lump-sum' for all vacation |eave
he/ she has duly accrued, provided the enpl oyee has had conti nuous enployment with the
State for six (6) nonths. Paynent is calculated at the rate of conpensati on being
paid the enployee at the tinme of separation. Lunp-sum vacation pay is paid as though
t he enpl oyee actually worked that tinme (i.e., credited for any holiday that falls
within the period after the date of separation and the |ast date of the period in

whi ch the enpl oyee woul d have used the time had the enpl oyee renai ned on the payroll).
Extensi on on the payroll to expend vacation |leave entitlement in lieu of a | unp-sum
paynment may be granted only under exceptional circunstances, at the request of the
enpl oyee and cannot be carried into the next fiscal year. (NOTE: Additional |eave is

not earned by the enpl oyee receiving vacati on pay on payroll extension.)




DATE | SSUE REVI SI ON PACGE
6/1/98 3 D6-180.0.2
ADMINISTRATIVE SUBJECT
POLICIES AND PROCEDURES MANUAL LEAVES OF ABSENCE

SUB- TOPT C
VACATI ON LEAVE, Conti nued

Upon separation, any unearned vacation advanced and taken by an enpl oyee shall be
deducted fromthe enployee's final paycheck on the basis of one working day for each
unear ned vacation day taken

A “separation” involves one or nore of the foll owi ng occurrences:

1. One or nore workdays separate the UTD enpl oynent from anot her state agency or
institution.

2. Enpl oyee noves froma position in UTD that accrues vacation time to a position
al so with UTD that does not accrue vacation tine, if UTD agrees to pay the
enpl oyee for the accrued vacation bal ance and doing so is deened to be in the
best interests of UTD

3. Enpl oyee noves froma UTD accruing position to another state agency or
institution that does not credit the enployee for the bal ance.

4. Enpl oyee holds two or nore positions and separates from one that accrues
vacation tine.

DEATH OF EMPLOYEE: If an enpl oyee dies and has accrued vacation | eave after six (6)

nmont hs of continuous enploynment with the State, his/her estate will be paid for all of
t he enpl oyee's accunul ated unused vacation | eave. The paynent shall be cal cul ated at

the rate of conpensation being paid the enployee at the tine of his/her death.




