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UMM Faculty/P&A Vacation and Medical Leave Reporting
Policy and procedure information can be found at:: 
Vacation Leave Policy for Faculty and P&A Employees (link): http://www1.umn.edu/ohr/policies/leaves/vacations/index.html .

Paid Medical Leave Policy for Faculty and P&A Employees: http://www1.umn.edu/ohr/policies/leaves/paidmedleave/index.html .
	Date
	Employee ID
	Campus, College, or Administrative Unit

	Employee Name
	Employee Signature



	Responsible Administrator/Supervisor Name/Date
	Responsible Administrator/Supervisor Signature/Date                                               



	Vacation Leave Dates
(Whole Days)
	Vacation Leave Dates
(Half Days)
	FOR HR USE ONLY

Total Days:
Reviewed by:



	On the following dates, I will declare vacation for the entire day:
	On the following dates, I will declare vacation for half of the day:

	

	
	
	


	Paid Medical Leave Dates 
 (Whole Days)
	Paid Medical Leave Dates 

 (Half Days)
	FOR HR USE ONLY

Total Days:
Reviewed by:



	On the following dates, I will declare medical leave for the entire day:
 
	On the following dates, I will declare medical leave for half of the day:


	

	
	
	


	Action:

· Route to UMM Supervisor for approval

· Supervisor send original to UMM Human Resources
· Print copy of form
	Copies of completed form (electronic or paper) to be maintained by:

· Faculty Member or P&A Employee

· Responsible Administrator/Supervisor or Designee

· UMM Human Resources/Payroll (to be held for 4 fiscal years)


Vacation usage and accrual
Vacation usage and accrual is converted to hours based on a percentage of a standard baseline work week as determined by the percentage of the appointment and as defined within the policy/procedures and described below.  

Example A)
A full-time, 100% appointment has a standard baseline work week of 5 days with 1 day equaling 8 hours and a half (.5) day equaling 4 hours for a total of 40 hours per week.

Example B)
A part-time 75% appointment, for example, has a standard baseline work week of 5 days with 1 day equaling 6 hours and a half (.5) day equaling 3 hours for a total of 30 hours per week.


Example A: 100% time appointment

· Converting vacation days to vacation hours
This employee is eligible for 22 days of vacation per year. To convert vacation days to vacation hours, multiply the number of days of vacation per year (22), by the number of hours per day (8), for a total of 176 hours per year 
(22 x 8 = 176).

· Accrual rates  
The accrual rate is determined by taking the total number of vacation eligible hours in a year (176), and dividing that by the number of pay periods in the year (26).  This employee will accrue 6.7693 hours per pay period 
(176 / 26 = 6.7693).  Employees at their maximum accrual rate (176 hours) during a pay period, will not accrue additional vacation during that pay period.
· Reporting used vacation

The employee will report their absence in full or half day increments.  If the employee takes one day off, they will report 1 day of vacation on the Vacation and Medical Leave Reporting Form and will have 8 hours entered into the vacation leave program in PeopleSoft.  The employee will see their vacation balance decrease by 8 hours on their payroll check.   

If the employee takes a half a day off, they will record .5 days of vacation on the Vacation and Medical Leave Reporting Form and will have 4 hours entered into the vacation leave program in PeopleSoft. The employee will see their balance decrease by 4 hours on their payroll check.


Example B: 75% time appointment

· Converting vacation days to vacation hours
This employee is also eligible for 22 days of vacation per year, but the hours in their day are prorated based on their percentage of appointment. To convert vacation days to vacation hours, multiply the number of days of vacation per year (22), by the number of hours per day (6), for a total of 132 hours per year (22 x 6 = 132).

· Accrual rates
The accrual rate is determined by taking the total number of vacation eligible hours in a year (132), and dividing that by the number of pay periods in the year (26).  This employee will accrue 5.0769 hours per pay period 

(132/ 26 = 5.0769).  Employees at their maximum accrual rate (132 hours) during a pay period, will not accrue additional vacation during that pay period.

· Reporting used vacation

The employee will report their absence in full or half day increments.  If the employee takes 1 (one) day off, they will report 1 day of vacation on the Vacation and Medical Leave Reporting Form and will have 6 hours entered into the vacation leave program in PeopleSoft.  The employee will see their vacation balance decrease by 6 hours on their payroll check.   

If the employee takes a half a day off, they will record .5 days of vacation on the Vacation and Medical Leave Reporting Form and will have 3 hours entered into the vacation leave program in PeopleSoft. The employee will see their balance decrease by 3 hours on their payroll check.







Route this form to:





*UMM Supervisor


*UMM Human Resources
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This form can be found at: http://www.morris.umn.edu/services/hr/HumanResourceForms.html 


