Hire Date

No vacation
leave for the
first 6 months
of employment

6 Month
Anniversary

40 hours (5 days)
vacation leave
awarded

Important Notes

1Year
Anniversary

40 hours (5 days)
awarded based on
3.08 hours
bi-weekly accrual
since 6 month
anniversary date

e Governed by Policy HRO08 — Time-Off

e Tull-Time, benefit-eligible employees may accumulate up to 150% of their yearly entitlement. Excess unused hours will be forfeited.

e Half-Time, benefit-eligible employees accrue vacation leave at one-half the rate of full-time employees
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5-10 Years
Anniversary

120 hours (15 days)

awarded based on
4.62 hours
bi-weekly accrual
since previous
anniversary date

2-4Years
Anniversary

80 hours (10 days)
awarded based on
3.08 hours
bi-weekly accrual
since previous
anniversary date

e Employees may use their bi-weekly accrual hours as it accrues

e Houtly, non-benefit employees do not accumulate vacation leave

20+ Years
Anniversary

200 hours (25 days)
awarded based on
7.69 hours
bi-weekly accrual
since previous
annivarsary date

11-19 Year
Anniversary

See reference
chart in HR
policy manual.

Policy HR008-
Time-Off,
Vacation,
Section C



