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            Formerly Known As Policy Number: 22.5


This Guide Memo describes university policy and procedures on accrual and use of vacation leave.


Applicability:


Applies to regular staff employees (as defined in Guide Memo 2.2.1: Definitions), Academic Staff-Research, and Academic Staff-Libraries, except Instructors and Clinician Educators in the School of Medicine. For policies that apply to staff employees covered by collective bargaining agreements, refer to the agreements between Stanford University and SEIU Higher Education Workers Local 2007 and Stanford University and the Stanford Deputy Sheriffs' Association. Agreements can be found at Labor Relations & Collective Bargaining. Procedures for SLAC employees may vary. Contingent staff employees do not accrue vacation (see Guide Memo 2.2.1: Definitions, Section 7.b.).


1. Accrual of Vacation


a. "Period of Service" for the Purpose of Determining Vacation Accrual Rates


"Period of service" for the purpose of determining vacation accrual rates means the years of service counted from the employee's initial hire date as a "regular staff employee," as defined in Guide Memo 2.2.1: Definitions. Months that count as service are:


	those for which some pay is received, and
	those following layoff when rehire occurs within 24 months.



b. Accrual Rate Change Dates


Changes in vacation rate accruals (both increases and decreases) are effective on the first day of the employee's anniversary or status change month. The accrual change is credited in the system by the last day of that month.


c. Vacation Accrual Amounts


(1) For Full-time Employment


Vacation leave accrues according to the following tables:


 


Vacation Leave Accruals, Non-exempt Staff	Qualifying Service Non-Exempt Staff	Per Hour on Straight Time Pay Status	Approximate Days Accrued per Year
	During first year	0.057700	15
	Beginning year 2 through end of year 9	0.07693	20
	Beginning year 10 and thereafter	0.092310	24



Vacation Leave Accruals, Exempt Staff	Years of ServiceExempt Staff (Do not track hours worked)	Hours per Calendar Month	Approximate Days per Year
	During first year	10	15
	Beginning year 2 through end of year 9	13.33	20
	Beginning year 10 and thereafter	16	24



(2) For Part-time and Part-month Employment


Vacation is credited on a prorated basis for all hours in straight time pay status (not overtime) in the month credited. "Straight-time pay" for the purpose of vacation accrual includes both straight-time pay for work performed and pay for holidays, vacation, and sick time. (For more information, see Guide Memo 2.1.5: Compensation of Staff Employees.) Accrual for exempt employees is prorated based on the proportion of the employee's FTE.


d. Method of Accruing Vacation


(1) Vacation Does Accrue


Vacation accrues from the first month of employment during non-overtime periods of work, sick time, and vacation. During seasonal layoff, vacation accrues as if the employee were continuing to work regular time. Vacation is credited at the end of each month of service.


(2) Vacation Does Not Accrue


No vacation accrues:


	During any period of terminal vacation, pursuant to section 2.g.(2).
	During periods of leave with or without pay, including periods of short-term disability, long-term disability, Workers' Compensation, or when using Family Temporary Disability wage replacement (FTD).



e. Maximum Vacation Accumulation


(1) Accrual Limits


Unused vacation accumulates from year to year, but the maximum amount of vacation that a full time employee can accrue is 240 hours (30 work days). If an employee has accrued the maximum, vacation ceases to accrue Vacation time will again accrue after the employee uses vacation time and the balance falls below 240 hours. The employee is not credited any vacation not earned due to having reached the 240 hour accrual maximum. New accruals will not exceed the 240 hour maximum.


(2) Accrual Limits for Part-time Employment


The maximum allowable accrual is prorated based on the eligible employee's FTE.


(3) Approval for Exceptions


Any exception to the maximum allowable accrual must be requested in writing in advance by the employee's department, must identify the unique operational requirements that warrant the exception, and must be directed to the Vice President for Human Resources. Only the Vice President for Human Resources may grant an exception to the accrual maximum.


(4) Change in Status


When an employee's change in status from full-time to part-time results in an employee's vacation accumulation exceeding the employee's new maximum, the employee is paid for the excess at the time of the status change unless the employee and the employee's department mutually agree upon arrangements for the excess to be taken within a short period of time. Such arrangements can provide for a combination of payment and vacation. Payment is based on the pay rate that was in effect immediately before the status change.


2. Use of Vacation


a. No Advance on Vacation


Employees may not use vacation before it has been credited, except for borrowing up to the amount the employee would normally accrue in one month to cover time that would otherwise be unpaid during Winter Closure.


b. Scheduling of Vacations


Departments are responsible for providing opportunities for employees to take vacations each year. Vacation should normally be taken in the fiscal year when it is accrued. Specific arrangements are subject to supervisory approval and scheduling compatible with depart-mental operational needs, and should consider the employee's preferences. If an employee has not scheduled vacation, they may be required to use accrued vacation time before the close of the fiscal year in which it was accrued, or before the close of a grant or contract that supports the employee's salary.


c. Reporting Vacation Time


	Non-Exempt Employees - Record all vacation time taken during a pay period in the human resources management system (HRMS).
	Exempt Employees - Vacation time is generally not reported in increments of less than four hours. For reporting purposes of four or more hours, record a minimum of four hours or the actual time taken if over four hours.



d. Use of Vacation for Non-vacation Absences


Vacation accruals can be used for other absences (e.g., disability, personal, Winter Closure) when requested by the employee and approved by the supervisor.


e. Advance Pay for Vacations


See Guide Memo 2.2.3: University Payroll.


f. Pay in Lieu of Vacation


Vacation accruals cannot be converted to cash except when employment terminates or when a change in employment status results in an employee's accumulation exceeding the maximum allowable (see 1.e.(1) above).


g. Vacation Payment upon Termination


(1) Lump Sum Payment


At the termination of their regular staff employment with Stanford University, employees receive a lump sum payment at their current rate of pay for their accrued vacation and any unused PTO time and Floating Holiday hours.


(2) Terminal Vacation


Terminal vacation is a benefit the university offers to employees who are retiring pursuant to Guide Memo 2.1.10: Staff Retirement or being laid off, in which the affected employee may elect to use their accrued vacation, unused PTO, and Floating Holiday hours in the period immediately following the employee's last day of active work. The time is used at the work commitment level held at retirement or layoff (e.g., a full-time employee will use 8 hours per day) to remain on the payroll. Any remaining accruals that are less than a full day are paid out to the employee on the last full day of terminal vacation.


	Eligibility: Only employees who are retiring or being permanently laid off may elect to use unused Vacation accruals, Floating Holiday time and PTO hours after the last day of actual work. Employees who are being permanently laid off and are given pay in lieu of notice are not eligible for terminal vacation and will be paid their accrued and unused Vacation, Floating Holiday and PTO hours on their last day of employment. Employees who are involuntarily terminated but who may qualify to retire under Guide Memo 2.1.10: Staff Retirement are also not eligible for terminal vacation.
	Notice: A laid off employee must submit to the local Human Resources office written notice of their election to use accumulated hours in the form of terminal vacation within seven (7) calendar days of receiving notice of layoff. A retiring employee must submit to the local Human Resources office written notice of their election to use accumulated hours in the form of terminal vacation at least seven (7) calendar days prior to the last day of active work.
	Additional Employment: While an employee is receiving terminal vacation pay, they cannot be employed in any other Stanford University position.
	Effect of Terminal Vacation: If the laid off employee elects to take terminal vacation, the new layoff effective date or retirement effective date will be the last day of the terminal vacation period. The severance repayment period and the laid off employee’s bridge period begins on the following business day. 



h. Leaves of Absence


An approved leave of absence without pay is not a termination of employment and lump-sum payment of accumulated vacation is not provided when an employee takes leave without pay.


i. Changing Positions


When an employee leaves one position and accepts another position within the university, the employee retains their accumulated vacation accruals. The employee is subject to any policies applicable to the new position regarding vacation time, including policies regarding vacation time use and limits on vacation time accruals.


j. Fixed-Term Appointees and Employees on Fixed Funding


Employees on fixed-term appointments and regular staff employees paid from fixed funding sources may be required to use all accrued vacation before the end of the fixed-term appointment period or the expiration of the funding source.


k. Non-exempt Employees Working Premium Shifts


Employees who regularly work swing or owl/night shifts (see Guide Memo 2.1.5: Compensation of Staff Employees, Section 7.c) and thus normally receive shift premium pay continue to receive shift premium pay for hours charged to vacation leave.


3. Guide to Supervisors


a. Records and Reports of Vacation


Employees must update leave records at the end of each pay period. When an employee terminates, refer to the Human Resources Management System job aids and look in the Termination section. To compute the monetary value of vacation, see How to: Calculate Vacation Accrual. For more information, see Guide Memo 2.1.5: Compensation of Staff Employees.


b. Reporting Vacation Accumulation to Employees


Employees can view their vacation accrual amounts in Axess or on their pay statements.
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  2.1.5 Compensation of Staff Employees




      




              This Guide Memo outlines Stanford University's compensation policies.



      
          





	

  

    
  

                      




            
  2.1.13 Paid Holidays




      




              This Guide Memo describes University policy on designation of and payment for holidays. Review current University holidays on the Cardinal at Work website.



      
          





	

  

    
  

                      




            
  2.2.1 Definitions




      




              This Guide Memo defines various types of academic and non-academic employees, and other groups who have a specified relationship with the University.



      
          





	

  

    
  

                      




            
  2.2.3 University Payroll




      




              This Guide Memo contains general policies concerning the university payroll. SLAC National Accelerator Laboratory (SLAC) currently applies the applicable policies contained herein. SLAC departments should consult SLAC...



      
          











    

  
  

  
  





  


    





  


  





    
  
    
      

  

    
    


      
      




            Questions about the Guide?



      




            Contact the Administrative Guide editor in University Human Resources:


Cardinal Hall, 5th Floor, Mail Code 8443

Redwood City, CA 94063 United States


Email: guide-editor@lists.stanford.edu


If you are a policy owner or designee and need to update a policy, send email to: guide-editor@lists.stanford.edu with your request. If you are ready to request a policy update or housekeeping update for a specific Guide Memo, please refer to the Change Request Guidelines page.
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