Vacation Leave

Purpose

The company recognizes that reasonable time away from the job is conducive to good health and well-being, and is considered in the best interest of the employee and company. Therefore, it is the company's intention to provide a vacation policy for its employees. Employees on regular full-time and part-time status are eligible for vacation leave.

Policy

· It is company policy to grant paid vacations to employees, subject to the vacation time accrued by the employee. 

· Full-time regular employees are eligible for 80 hours of vacation on their first year of employment, accrued monthly. Part-time regular employees (working 20 or more hours per week) accrue vacation at half the rate of full-time regular employees. Additional hours will be accrued based on years of service in accordance with the following chart:

	
	Vacation Accrual - Part Time
	Vacation Accrual - Full Time

	Service Requirement
	Monthly
	Annual Equiv.
	Monthly
	Annual Equiv.

	0 Years
	3.33
	40 Hours
	6.67
	80 Hours

	3 Years
	4.00
	48 Hours
	8.00
	96 Hours

	5 Years
	5.00
	60 Hours
	10.00
	120 Hours

	10 Years
	6.67
	80 Hours
	13.33
	160 Hours


· Employees are encouraged to take their vacation time on an annual basis.  However, this is not always possible due to work schedules. To allow individual flexibility, employees may carry accrued vacation time up to the maximum of two times the employee's annual accrual amount.  Upon reaching an employee's maximum accrual amount, vacation accruals will cease.  Vacation time will begin to accrue again when the employee uses vacation time, such that his/her vacation balance drops below the maximum level.

· An employee may use all or any part of available vacation accrual at any one time. This is subject to management approval and based on the necessity of meeting company commitments and ensuring optimum convenience in scheduling individual vacations for all employees within an organization.

· With the approval of the supervisor or manager, vacation leave may be used to provide paid absence for employees when sick leave has been exhausted. 

· Employees receiving a paid vacation leave during a holiday will receive holiday pay in lieu of the vacation leave. 

· Payment of vacation will be made at the employee's pay rate, including any differentials, in effect on the day or days of the vacation. 

· Upon termination of employment, employees will be paid their accrued vacation leave balance. 

· Employees will be allowed to use up to 40 hours of unaccrued vacation with the approval of management their first year of service (hire date to first anniversary of employment).  After their first year of service, employees will not be allowed to use vacation leave that has not been accrued. 

· Employees must request and receive prior approval from their supervisor/manager for vacation leave. 

· Regular, full-time employees, who are exempt from the Fair Labor Standards Act, may not use paid vacation leave for partial-day absences. 

