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College policy requires that vacation, sick leave and compensatory time carry positive balances.  Employee vacation, sick leave and compensatory time are not transferable to other employees.  In the event of negative balances in vacation, compensatory time may be used to bring the balance back to zero.  Negative balances in compensatory time may use vacation to bring the balance back to zero.  In the event that there is not sufficient leave to bring the negative vacation or compensatory time balance back to zero, leave without pay will be taken in full for the balance on the next available payroll.
The maximum amount of vacation that may be accrued is 240 hours.  Vacation balances in excess of 240 hours will be written off as of December 31st each year.  There is no limit on sick leave accrual.


The only variance from this policy will be through a written plan or authorization signed by the President.

All compensatory time, vacation and sick leave balances must be kept on the college’s payroll system.  These balances appear on the employee’s monthly paycheck so the employee can verify them.  Departmental systems for the tracking of compensatory time, sick leave or vacation are not permitted.


Questions concerning this policy should be directed to the Director of Human Resource.
