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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Vacation Policy

A paid vacation benefit is provided to eligible employees to allow time away from work for relaxation and recreational purposes.

Regular full-time employees accrue annual vacation based on the number of continuous years of service the employee has worked for the Company as follows:

	During the first year of employment:			40 hours (3.33 hrs. p/month)
	2nd through 4th year:					80 hours (6.66 hrs. p/month)
	5th through 9th year:					120 hours (10 hrs. p/month)
	10th year and thereafter:				160 hours (13.33 hrs. p/month)

Though vacation accrues upon hire, vacation may not be taken until completion of 90 days of employment. Vacation will not accrue during any unpaid leave of absence.

On your anniversary date each year, you may carryover unused vacation time up to the maximum amount allowed in your vacation bank.  The maximum amount you may have in your vacation bank is:

Years 1 through 5:			120 hours 
Years 6 through 10:			160 hours 
Years 11 through 15:			200 hours 
Year 16 and thereafter:		240 hours 

Once you have reached the maximum amount of vacation time, you will not accrue any additional time until you have used vacation and are under the maximum amount allowed.

Regular part-time employees will accrue and may carryover vacation as shown above on a pro-rated basis.

You are required to schedule and submit your vacation request to your supervisor in advance; your supervisor will approve your vacation with due consideration being given to the seniority of the employees and to the work requirements facing the Company.  Vacation schedules may be amended to allow the Company to meet emergency situations.


If a holiday falls during an employee's scheduled vacation, the employee will receive holiday pay for the day if eligible for such pay and will not be charged for vacation benefits for the day.

An employee who terminates and has completed six months of employment will be paid for any accrued, unused vacation.	
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