Contingent II Leave Policies

 Effective January 2004

Beginning January 8, 2004 (first day of the first pay period in 2004), Contingent II employees’ leave benefits will be increased to become consistent with those of regular PIN employees.  The implementation is scheduled to be fully completed by July 1, 2004, as of which date all Contingent II employees will receive three (3) Personal Leave Days per fiscal/contract year.   The leave benefit enhancements will also allow us to further automate the accrual process and tracking of Contingent II leave in PeopleSoft and eliminate the manual leave records after June 2004.  Time sheets will continue to be used to record leave taken and the leave hours will be entered by Payroll into PeopleSoft.

Leave benefits will continue to be maintained on a fiscal year basis (July 1 – June 30) for non-grant employees and on a contract year basis for grant employees, which is intended to be consistent with that of regular PIN employees whose leave is accrued on a calendar year basis.  Any hire date after the start of the fiscal year, or a position of fewer than 40 hours per week or less than 12 months in duration will result in prorated leave amounts.    

There are no limitations to using leave except that it requires supervisor approval and leave cannot be taken if not accrued, this includes Annual, Sick and Holiday Leave.   Borrowing of Annual or Sick Leave is not permitted.

Listed below are the revised Contingent II Leave Policies with the leave details by Leave Plan:

Annual Leave – Exempt Employees

· Full-time Exempt employees are eligible for 22 days of annual leave per fiscal/contract year and earn leave at the rate of 6.77 hours per pay period.   The annual leave entitlement will be prorated for less than full-time employment and/or work week.  Beginning with the 21st year of service with Salisbury University, annual leave shall be earned at the rate of 25 days per fiscal/contract year

· If worked fewer than 80 hours in a pay period and no paid leave was taken in lieu of any time missed, the annual leave accrual will be prorated accordingly

· Annual Leave must be taken in no less than one day increments

· Annual Leave may be taken at any time that is mutually agreeable with the employee and the supervisor and should be requested at least 24 hours in advance

· There is no 6-month waiting period for exempt non-grant employees during the initial contract year before any days may be used

· A waiting period may apply for exempt Grant employees depending on the Grant contract.  Grant employees should contact the Fiscal Grants Management Office (FGMO) for the specific details on the waiting period

· Earned but unused annual leave may roll over to a new contract renewal period up to a maximum of 50 days or 400 hours   

· Earned but unused annual leave may be paid out in a lump sum upon separation from service, with the exception of Grant employees.   Grant employees may not be paid for any leave balance at the end of their contract since doing so would cause their salary to exceed the approved amount  

Annual Leave – Non-Exempt Employees   

· Full-time Non-Exempt employees’ annual leave depends on their length of continuous, uninterrupted service with Salisbury University.   The annual leave entitlement will be prorated for less than full-time employment and/or work week

Years of Service

Annual Leave Earned
Through 5 years

10 days per year = 3.08 hours per pay period

6 through 10 years

15 days per year = 4.62 hours per pay period

11 through 20 years

20 days per year = 6.15 hours per pay period

21 or more years

25 days per year = 7.69 hours per pay period

· During the first six (6) months of the initial contract no leave is earned.   Upon completion of the sixth month, employees are credited with five days of annual leave (or prorated amount), which then becomes available for use

· A different waiting period may apply for Grant employees depending on the Grant contract.  Grant employees should contact the Fiscal Grants Management Office (FGMO) for the specific details on the waiting period

· If worked fewer than 80 hours in a pay period and no paid leave was taken in lieu of any time missed, the annual leave accrual will be prorated accordingly

· Annual Leave must be taken in no less than one hour increments

· Annual Leave may be taken at any time that is mutually agreeable with the employee and the supervisor and should be requested at least 24 hours in advance

· Earned but unused annual leave may roll over to a new contract renewal period up to a maximum of 50 days or 400 hours   

· Earned but unused annual leave may be paid out in a lump sum upon separation from service, with the exception of Grant employees.   Grant employees may not be paid for any leave balance at the end of their contract since doing so would cause their compensation to exceed the approved amount.  

Sick Leave

· Full-time employees are eligible for 15 days of sick leave per fiscal/contract year and earn leave at the rate of 4.62 hours per pay period.   The sick leave entitlement will be prorated for less than full-time employment and/or work week 

· If worked fewer than 80 hours in a pay period and no paid leave was taken in lieu of any time missed, the sick leave accrual will be prorated accordingly

· There is no 6-month waiting period during the initial contract year before any days may be used

· Sick leave is to be used for personal illness/injury, medical appointments, or when needed to care for the employee’s sick spouse, child or legal dependent.   A medical certificate may be required to be provided to the supervisor

· In the event of an absence due to illness/injury, it is the employees’ responsibility to notify their supervisor as soon as possible to explain the reason and to state when they expect to return to work

· The university may require a physical examination and/or medical certificate at any time to determine the ability to continue employment

· Should the use of sick leave become excessive, the employee may be required to provide medical documentation for each future occasion regardless of duration

· Sick leave cannot be used in lieu of annual, personal or other leave

· Earned but unused sick leave may roll over to a new contract renewal period and may be accumulated without limitation

· Earned but unused sick leave is forfeited upon separation from service

Holiday Leave

· Eligible employees are entitled to 11 paid holidays (12 in a general or congressional election year).  Three additional University holidays are to be earned each fiscal/contract year and observed at the discretion of the President of SU or designee.  Part-time employees who are employed on at least 50 percent of a full-time basis earn prorated holiday leave.  Each holiday is earned on the day it occurs during the contract year:

Holiday


Calendar Date Holiday is Earned
Independence Day

July 4   

Labor Day


First Monday in September

Columbus Day


Second Monday in October

Election Day


First Tuesday in November (even numbered years only)

Veteran’s Day


November 11

Thanksgiving Day

Fourth Thursday in November

Friday after Thanksgiving
Fourth Friday in November

Christmas Day


December 25

Three Additional Holidays
At the discretion of the President of SU or designee

New Year’s Day

January 1

Martin Luther King’s Birthday
Third Monday in January

President’s Day


Third Monday in February

Memorial Day


Last Monday in May

· Employees must be in a paid employment status on the calendar date the holiday is earned to be eligible for holiday pay when the holiday is observed

· Holiday leave must be taken in full days

· The university schedules the observance of selected holidays on days other than the date of occurrence when it is in the best interest of the university

· Holiday leave is to be taken on the day it is earned unless otherwise specified by the University  

· The University retains the right to require an employee to perform duties on a holiday when operational needs require the employee(s) services.  Should an employee be required to work on the university observance date of a holiday, another day off will be scheduled

· When a holiday falls on a Saturday, it is earned the Friday before; when a holiday falls on a Sunday, it is earned on the following Monday

· Holiday leave may not be carried over into the next contract year

· Earned but unused holiday leave may be paid out in a lump sum upon separation from service, with the exception of Grant employees.  Grant employees may not be paid for any leave balance at the end of their contract since doing so would cause their compensation to exceed the approved amount

Personal Leave

· Effective July 1, 2004, employees will be eligible for three (3) days of personal leave per fiscal/contract year.   Part-time employees who are employed on at least 50 percent of a full-time basis earn prorated personal leave

· Any unused personal leave will not be paid out after separation from service and is forfeited at the completion of the contract period.   Any unused personal leave at the end of the fiscal/contract year may not be carried over into the next fiscal/contract year

· Personal leave is subject to approval by the supervisor, and employees must notify their supervisor before taking personal leave   

· Personal leave for non-exempt employees must be taken in one-hour increments.  Exempt employees must take personal leave in full day increments

Jury Duty Leave

· Employees shall be permitted to be absent from work without loss of pay or charge to earned leave for instances in which jury duty service is required

· Documentation verifying the jury duty requirements must be provided to the supervisor in advance

· Employees who are excused from jury duty for the day are required to return to work if time permits.   If an employee is instructed not to report for jury duty on a specific day, he/she is required to report to work

· If the public interest would not be served by the employee’s absence from work, the department head may make a request of the appropriate office of the court that the employee be excused from jury duty

Leave for Legal Actions
· If an employee is summoned to appear in a court action, before a grand jury, before an administrative agency, or for a deposition, and he/she is neither a party to the action nor a paid witness, the employee may be absent from work without loss of pay or charge to earned leave

Compensatory Time

· Non-exempt employees:

Non-exempt employees are not eligible for compensatory time

· Exempt employees:

Earned but unused compensatory time is forfeited upon separation from service 

Administrative Leave

· Employees are eligible for administrative leave when under special circumstances the President of SU authorizes administrative leave with pay.  Such leave shall be granted to all non-essential employees, except those on previously approved leave, when special circumstances like extreme weather conditions require the closing of the campus.  

· Employees must be in a paid employment status on the calendar date the administrative leave is authorized to be eligible for administrative leave pay

Leave of Absence Without Pay  
· Employees may request in writing a leave of absence without pay during a contract period when all other accrued Annual, Sick, Holiday and Personal leave have been used.   A leave of absence without pay requires prior approval.  No leave of absence without pay will be granted or extended beyond the contract period

· Employees are eligible to request a leave of absence without pay if they hold a full-time or part-time (50 percent or more) position; have completed at least twelve months of uninterrupted service at Salisbury University; and have a satisfactory record of work performance and attendance

· A written request for approval must include complete, accurate and timely information relevant to the necessity for an employee to be absent for the period of time requested

· The approval of this leave is at the discretion of the Department Manager and Director of Human Resources or designee and cannot have a negative impact on work operations 

Advanced Sick Leave, Extended Sick Leave, Leave Reserve Fund & Accident Leave

Contingent II employees are not eligible for these types of leave.
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