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UNCLASSIFIED LEAVE BENEFITS – ANNUAL APPOINTMENTS
Full-time employees with annual appointments (12-month pay basis) receive the following paid leave allotments. If you are employed on a part-time basis, your leave time is pro-rated consistent with your percentage of employment.

Vacation:

· Full-time employees with annual appointments (12-months) are granted 22 working days (176 hours) of vacation each fiscal year.

· Vacation allocations are pro-rated for employees that are less than full-time.

· Vacation is allocated and used on a fiscal-year basis, July 1 to June 30.

· The balance of unused vacation may be carried over into the next fiscal year.  At the end of the second year, any balance remaining is forfeited.
Personal/Floating Holiday:
· Annual 12-month employees receive 4.5 days (36 hours) of personal leave each fiscal year.

· Personal/floating holiday hours are pro-rated for employees who are less than full-time.

· Personal/floating holidays do not carry over.   Hours must be used in the year earned, or they are forfeited.

Legal Holidays:
· There are nine paid legal holidays per year.
· If a holiday falls on a Sunday, the University is closed on Monday.

· If a holiday falls on a Saturday, it becomes a “floating” legal holiday that may be used at any time during the fiscal year.

· “Floating” legal holidays do not carry over.  These hours must be used in the year earned, or they are forfeited.
Annual Leave Reserve Account (ALRA):  

· Faculty, Academic Staff or Limited appointees who have completed ten years of qualifying service have the option to bank unused vacation. 
· Eligible employees may defer vacation in an ALRA account to use at a future date for such purposes as vacation, education, illness, extension of termination date, etc. 

· With supervisor's approval, ALRA leave can be taken like regular vacation (continues your regular earnings and is paid on a monthly basis). 

· Value of unused ALRA will be paid to you at termination. 

· Eligibility begins in the fiscal year after ten years of qualifying service is reached. 

· Annual banking limit: 40 hours. 

· Employees with 25 or more years may bank an additional 40 hours.

· Unused ALRA accumulates from year to year without limit. 
Leave Reporting:

· Full-time employees report leave in half- and full-days. 

· During an 8-hour work day, if you miss:

< 2 hrs

2-6 hrs

>6 hrs
Report leave usage of:



  0 hrs

  4 hrs

  8 hrs

· Part-time employees report actual hours missed.

Policy may be accessed at:  http://www.uwsa.edu/hr/upgs/upg09.pdf  
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