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Categories

Statement:
The University of Louisville provides paid vacation leave to eligible employees.
A. Classified full-time employees accrue 10 vacation leave days during the first year
of employment and one additional day per year thereafter -- to a maximum of 22
days.
B. Professional/administrative full-time employees accrue 15 vacation leave days
during the first year of employment and one additional day per year thereafter -- to
a maximum of 22 days.
C. Administrators are granted one-months' vacation leave. For the purpose of this
policy, one month is equivalent to 22 working days per year. Vacation leave may be
accrued but may not exceed 44 days without an exception from the President or
his/her designee.
D. Staff members' vacation leave accrues proportionally for employees employed on
any other fixed part-time basis of at least 40 percent of the normal working hours of
the unit in which he or she is employed. Employees working at least 40 percent on
May 1, 1992, will continue to accrue vacation leave on a proportional basis as long
as they remain on at least a 40 percent FTE.
E. Staff members will accrue vacation leave based on the percentage of time in pay
status, which accrues on a pay-period basis.
F. Staff members' vacation leave may be accumulated up to three times the amount
which the employee is currently eligible to accrue during a 12-month period;
provided, however, that the maximum leave balance shall be two times the amount
which the employee is currently eligible to accrue upon (1) carry forward from
January 1 to December 31 each year, (2) transfer from one department to another
department (unless the hiring department accepts the transfer of additional leave),
and (3) payment upon separation from employment.
G. Regular (classified and professional/administrative) staff members must submit a
request to use vacation leave in writing to their supervisor and/or unit head in
advance of the leave time requested. The request should indicate the times and
dates when the leave begins and the return from leave. Staff members can Request
Time Off via the Absence Calendar in Workday.
H. The supervisor and/or unit head may authorize vacation leave at times
convenient to the efficient operation of the department as determined by the
department head.
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I. Vacation leave shall not be authorized for use prior to the time it is earned and
credited to the employee.
J. All vacation leave must be used prior to beginning a leave of absence without pay.
K. Whenever an employee moves from one unit to another without a break in
continuous service, unused vacation leave shall be transferred to the new unit for
future use, subject to the transfer provisions of Paragraph G.
L. Staff members with at least six months of continuous and creditable service who
separate from employment for any reason shall be paid for unused vacation leave,
unless otherwise agreed by contract between the employer and employee, in the
earliest pay period possible after separation at the employee's current pay rate,
subject to the limitations of Paragraph F. Administrators who separate from
employment for any reason shall be paid for unused vacation leave in the earliest
pay period possible after separation at the employee's current pay rate, not to
exceed 44 days.
M. Retirees may use a max of 44 days of vacation leave toward their official last day
of active employment or be paid out in a lump sum (or any combination of the two).
N. Upon separation, vacation leave will not accrue following the last day worked.

Related Information:

Definitions:
http://louisville.edu/hr/policies/definitions

http://louisville.edu/hr/policies/definitions

