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Vacation Benefits–Administrators (Full-Time/Ten-Month) 
 
 Overview 
 
 
 
 
 
 
Eligibility 
 
 
 
Earning Vacation 
 
 
 
 
 
 

Scheduling Vacation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Reporting Vacation Time 
 
 

 
Unused Vacation Time 

 
The University provides paid vacation time to be used by the employee provided that 
the following requirements are met: 

 The employee is eligible (see eligibility below) for vacation and has accrued 
the time; 

 The employee has completed the three-month orientation period; and  

 The employee obtains supervisory approval. 
 
Vacations with pay are granted to all eligible full-time and ten-month administrators.  
Twelve-month employees scheduled for less than 37.5 hours per week on a 
continuing basis are considered part-time and do not accrue vacation.   

 

 Vacation time for full-time administrators will accrue at a rate of 1.666 days 
per month, starting the first month after the date of hire.  This rate does not 
exceed twenty (20) days per calendar year. 

 Vacation time for ten-month administrators will accrue at a rate of .5 day per 
month.  This rate does not exceed five (5) days over the ten-month period. 

  

 Vacations are scheduled at the mutual convenience of the department and 
the employee; 

 Each vacation day may be taken in ½ day increments and must be pre-
approved by the department supervisor; 

 University holidays occurring during a vacation period are not counted as 
vacation days; 

 If scheduling conflicts arise, supervisors will take seniority into consideration 
when deciding which employee should be granted time off.  This will occur 
only if all parties involved cannot come to an agreement on the vacation 
schedule; 

 Although seniority may be taken into consideration, it should not be the 
usual deciding factor for determining vacation schedules.  Each department 
member should be given the opportunity to exercise his or her vacation 
privilege during peak vacation request times; 

 When operational, budget, or scheduling problems make it necessary, a 
supervisor may designate a specific vacation period; 

 Serious illness of an employee occurring during vacation is considered sick 
leave and is not charged to vacation unless sick leave has been exhausted.  
Employees may be required to furnish a written physician’s statement.  If the 
illness constitutes a “serious health condition” under the Family and Medical 
Leave Policy, an eligible employee must comply with those specific 
requirements.   

 
Administrators should report vacation time through their leave report found in 
Banner Self-Service.  Additional information on this procedure can be found on the 
leave reporting website. 
 
Any unused vacation time will not carry over to the next calendar year for full-time 
administrators and the next ten-month period for ten-month administrators. 

http://www.jcu.edu/hr2/newsite/leave_reporting.html
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Vacation Paid Out at 
Time of Termination 

 
 
In the event of separation from employment, an employee is entitled only to the 
accrued unused vacation time verified by the department supervisor and the Office 
of Human Resources.  That amount will be paid to separating employees in their final 
paycheck.  Accordingly, money owed to John Carroll University for used vacation that 
has not yet been accrued will be deducted from their final paycheck. 

 


