Paid Time Off - PTO Vacation Leave 
  

General 
The Research Foundation (RF) recommends that each employee be encouraged to take vacation leave for rest and relaxation during the year if accrued leave is available. 

Eligible employees may also use accrued paid time off (PTO) vacation for leave approved and taken under the Family and Medical Leave Act (FMLA). For additional information that applies specifically to the administration of leave under FMLA, see FMLA: Guidelines for Administering Leave.

Vacations may be requested and, if approved, used at any time during the calendar year.

  

Eligibility
Salaried employees appointed at a minimum of .5 full time equivalent (FTE) are eligible to accrue vacation 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.

•  appointed for the summer only.

•  assigned a student title(s): Research Project Assistant, Project Instructional Assistant, Research Graduate Assistant, Research Aide, Senior Research Aide, or Camp Counselor – Student.

•  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.

  

When Accruals Begin
Upon the completion of 6 months of service, salaried employees are credited with vacation accruals from their date of hire as follows:

•    an eligible employee with no prior SUNY full-time service is credited with the appropriate number of days of vacation, based on the rate effective January 1, 2001.

•    an eligible employee with no prior SUNY full-time service is credited with 48.75 hours vacation leave for a 37.5 hour work week or 52 hours vacation leave for a 40 hour work week, based on 13 pay periods.

•    part-time exempt and nonexempt employees are credited with vacation leave on a prorata basis.

•    exempt and nonexempt employees accrue vacation leave according to the accrual schedules. 


Employees may request to use vacation leave as soon as it is credited. Prior SUNY full-time service will be recognized when establishing vacation accrual rates if the employee is appointed to the Research Foundation (RF) within 15 days of separation from SUNY. The employee is required to observe the 6-month waiting period for accruals. 

  

Accrual Rate for Exempt Employees
Full-time employees accrue vacation PTO biweekly as indicated in the table Vacation Leave for Exempt Employees in the Rates resource area. Eligible exempt employees must be in pay status (working or on paid leave) for 50% or more work days within the past pay period to accrue vacation leave for that period. 

Part-time employees accrue vacation leave on a prorata basis according to FTE. For example, if employed at .75 FTE, an employee will accrue at 75% of the full-time rate based on length of service. 

  

Accrual Rate for Nonexempt Employees
Full-time employees accrue vacation PTO for each pay period as indicated in the Vacation Leave for Nonexempt Employees table in the Rates resource area. Eligible nonexempt employees must be in pay status for 50% or more of the work days during the pay period to accrue vacation leave for that period. Additional leave is credited on the employee's Continuous Service Date (CSD) as indicated in Additional Leave for Nonexempt Employees table in the Rates resource area. 

Part-time employees accrue vacation leave on a prorata basis according to FTE. For example, an employee employed at .75 FTE will accrue at 75% of the full-time rate based on length of service.

  

Maximum Carry-Over
Full-time 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. 

Part-time employees may accumulate in excess of the full-time equivalent of 40 vacation days during a calendar year, by combining current accruals with unused past accruals. However, no more than the full-time equivalent of 40 accrued vacation days may be carried over from calendar year to calendar year.

The  Maximum Accruals Carried Over to the Following Calendar Year table in the Rates resource area lists the maximum carry-over in hours and days for nonexempt and exempt employees.

  

Payment for Accrued Vacation
Eligibility
Payment for up to 30 days of accrued vacation leave is to be made to employees who: 

· terminate employment, 

· are reassigned to a nonaccruing position where PTO vacation leave cannot be used, or 

· transfer from one operating location to another, unless the employee requests that the accrued vacation leave be transferred. 

Timeframes for Payment
Payment must be made within 30 days of termination. 

Leave of Absence
Payment should not be made if a person is on leave-of-absence or if rehiring is contemplated or will occur within one pay period following termination.

Making Payments
Payments are made from accounts established for making accrued vacation expense payments to terminating employees. 

Documenting Payment for Accrued Vacation
All requests for vacation payments must be supported by a Termination Form bearing the signature of the operations manager (or designee), along with time and attendance reports.
  

	Date
	Change History

	April 4, 2005
	Added "Camp Counselor –  Student" to eligibility section.

	July 1, 2001
	Added "Research Graduate Assistant" as a student title.
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