1.1 [bookmark: _Toc328039052]ANNUAL LEAVE· Annual leave may not accrue in excess of thirty (30) days/240 hours except as specified below.  Compensatory leave may not be accrued in excess of eighty (80) hours.  

A. Policy and Eligibility
Paid annual leave is provided for the purpose of allowing full-time regular, working test and part-time regular employees time off from their work for vacation purposes or for necessary time to attend to personal business that cannot be conducted during off-duty hours.  

Annual leave shall not be accrued while a full-time regular, working test or part-time regular employee is on a leave without pay status.  Part-time temporary and part-time occasional employees shall not be eligible to accrue paid annual leave, unless otherwise specified.


Full-time regular and working test employees:
	Length of Continuous Service
	Accrual Rate
	Maximum Accumulation

	1 month up to 60 months
	8 hours per month
	240 hours (30 days)

	61 months up to 120 months
	10 hours per month
	240 hours (30 days)

	121 months up to 180 months
	12 hours per month
	280 hours (35 days)

	181 months
	12 hours per month
	320 hours (40 days)

	Over 240 months
	12 hours per month
	360 hours (45 days)



Part-time regular employees working 30 hours per week:
	Length of Continuous Service
	Accrual Rate
	Maximum Accumulation

	1 month up to 60 months
	6 hours per month
	180 hours (30 days)

	61 months up to 180 months
	7.5 hours per month
	180 hours (30 days)

	Over 180 months
	9 hours per month
	180 hours (30 days)



Part-time regular employees working 20 hours per week:
	Length of Continuous Service
	Accrual Rate
	Maximum Accumulation

	1 month up to 60 months
	4 hours per month
	120 hours (30 days)

	61 months up to 180 months
	5 hours per month
	120 hours (30 days)

	Over 180 months
	6 hours per month
	120 hours (30 days)



B. Accrual and Accumulation
Accrual of annual leave begins on the last calendar day of the first calendar month of original appointment to a classified position.  Employees who begin work on the first (1st) through the fifteenth (15th) day of the month will receive a full accrual for that month.  Employees who begin work on the sixteenth (16th) through the thirty-first (31st) day of the month will accrue at 50% of a full accrual for that month.

C. Approval and Usage
Employees shall be responsible for submitting in writing on the prescribed form, their annual leave requests to their department heads for approval at least one (1) week prior to the date(s) of annual leave requested (department heads must submit their requests for approval to the City Manager).  The employee’s department head shall approve annual leave before it is taken.

For an annual leave request of five (5) consecutive workdays (40 hours) or more, the request shall be submitted by the employee and approved by their department head (or City Manager) at least thirty (30) calendar days prior to the dates of annual leave requested.

Annual leave shall be used only to the extent of an employee’s available accumulation.  Annual leave may not be “advanced” to employees.  If it is necessary for an employee to be absent from work, and they do not have any annual leave or compensatory leave accumulated, they must request leave without pay.  Additionally, employees may not request that the City “buy back” any annual leave not taken.  If not used, accumulated excess annual leave will be forfeited.

Employees shall be paid at their normal rate of pay for all accrued unused leave upon separation of employment with the City up to the maximum allowable accumulation of thirty (30) days as set forth above.  The maximum allowable shall be paid by the Finance Department every two weeks with the regular pay periods until the full amount has been paid.

