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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

VACATION

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
All full-time employees, employed on a twelve (12) month contract, will earn vacation time for the purpose of providing time away from regular duties to spend in rest and relaxation.

1.02
Vacation leave should be taken rather than carried forward from year to year.

2.00
SPECIFIC STATEMENTS

2.01
Full-time employees shall earn fifteen (15) days of vacation per year during the first ten (10) years of employment.  This vacation time shall accumulate at a rate of 1.25 days per month.

2.02
After ten (10) years of cumulative employment, full-time employees shall earn twenty (20) days of vacation per year.  This vacation time shall accumulate at a rate of 1.667 days per month.

2.03
Institutional operations govern the usage of vacation leave.  In awarding vacation leave, consideration is given first to the job requirements of the employee, then to employee’s seniority, and finally to the employee’s preference.

2.04
A maximum accumulation of  thirty (30) days may be carried from one academic year to the next.  No more than ten (10) working days are to be used consecutively.

2.05
When a holiday occurs during the vacation leave period, the holiday is not considered a day of vacation time.

2.06
Employees terminating employment will be paid for unused vacation leave subject to all approved payroll matched reductions/deductions.
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