The Research Foundation of State University of New York

Accrual Guidelines for Exempt Employees

Eligibility

Exempt employees appointed at a minimum of .5 full time equivalent (FTE) are eligible to accrue vacation and sick leave unless they are: 

•  within the first six months of their date of hire. Eligible employees will be credited with vacation accruals from their date of hire upon completion          

   of six months service. Sick leave begins to accrue as of the first pay period in which the employee works the majority of the pay period and is      

   available for use upon accrual.

       • appointed for the summer only.

       • assigned a student title(s): Research Project Assistant, Project Instructional Assistant, Research Graduate Assistant, Research Aide, or Senior                          

         Research Aide.

       • employees who by nature of their work assignment are in positions designated as nonaccruing in accordance with Research Foundation          

         guidelines; that is, employees whose work schedule corresponds to a primary or secondary school schedule.

VACATION AND SICK LEAVE

Full-time employees accrue vacation leave biweekly during their employment. Eligible exempt employees must be in pay status (working or on paid leave) for 50% or more workdays within the past pay period to accrue vacation leave for that period. 

Part-time employees accrue vacation leave on a prorate basis according to their FTE. For example, if employed at .75 FTE, an employee will accrue at 75% of the full-time rate based on length of service.
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Employees may accumulate in excess of 40 vacation days during a calendar year, by combining current accruals with unused past accruals. However, no more than 40 vacation days may be carried over from calendar year to calendar year. Upon separation from The Research Foundation service, or change to an ineligible status, an employee is compensated for accumulated and unused vacation leave credits provided their final exception report is completed, signed and on file with Sponsored Funds Personnel. Payment for such unused vacation leave credits will not exceed a maximum of 30 days.

Employees may accumulate a maximum of 200 sick days, by combining current and unused past accruals. That amount may be carried over from calendar year to calendar year. No payment is made for unused sick leave upon termination of employment.   

An employee may not take leave unless it is already accrued.

All exempt employees must charge leave in quarter day increments.

HOLIDAY LEAVE

A full-time employee who takes leave on a holiday will receive a full day's pay. A part-time employee receives holiday leave for only those holidays that fall on a day that the employee is regularly scheduled to work. 

Employees absent on paid vacation leave on a holiday can charge either vacation or holiday leave.  Employees absent on paid sick leave on a holiday are to charge sick leave and bank the holiday.  An employee who is required to work on a holiday will be granted holiday leave. If employees do not use holiday leave before employment terminates, the holiday leave is lost.
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