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Full time twelve month non-classified staff will accrue annual leave as follows: 
 

Years of Employment  Monthly Accrual  Annual Leave 
Through 3 years  1 day 4 hours   18 days 
3 through 5 years  1 day 6 hours   21 days 
Over 5 years   1 day 7 hours   22.5 days 

 
Annual leave is cumulative; however, no employee may have in excess of 30 days accumulated 
on December 31 of each year.  During the calendar year, accrued annual leave may exceed 30 
days, but those days in excess of 30 must be used or donated to the Catastrophic Leave Program 
before December 31 of each year or those days will be lost. 
 
Upon termination, resignation, retirement, death, or other action by which a person ceases to be 
an active employee of the university, the amount due the employee or his/her estate from unused 
accrued annual leave or holiday leave, not to exceed 30 working days inclusive of holidays, shall 
be paid in a lump sum payment to the employee or his/her estate. 
 
Any university employee who changes employment status from a 12-month position to a 
position of less than 12-months, which does not accrue annual leave, is required to use all annual 
leave accrued before entering into the new employment status unless otherwise approved by the 
president or his/her designee.  In such a case, the use and or payment of any unused annual leave 
must be approved in writing within 30 days of the change in employment status from a 12-month 
position to a position of less than 12 months.  
 


