4153 Vacation Leave

Maeation
Oklahoma County intends vacation leave-is-intended to be used for vacations, personal business,
and other time off work not covered by other paid leave or holiday provisions.

It mayv be used for sick leave if necessary.

Vacation leave is eamed-—Vaeationleave-is-posted-as- monthly at one-twelfth (1/12) of the

annual total allowed at thean employee’s particular service level-and: it is available to use two
(2) business days prior to pay-daypayday each month.

Eligible full-time employees shall accrue vacation leave; as noted above, provided-hetrsreparted-ontheirbut earned
vacation leave shall be reduced for the pay cycle that an employee’s time sheet eachpay-eyctedo-notinctudereports

any of the following:

e  Absent without leave
e FMLA leave unpaid
e Military leave unpaid—i

&-» Administrative leave unpaid—

2o Paid shared leave

3o Paid workers>compworker’s compensation leave

4 Suspension-o+

= Layoff:

+—Temporary 6rand part-time employees do not accrue Vacationvacation leave. _
2—Vacattorrteave-aceruat_Accrual rates; for vacation leave are based on years of service; and




5 No vacation will be longer than ten (10) consecutive worik-tays;workdays (80 hoursj;) without
permission of the appropriate Elected Official or theirhis or her representative.

& Vacation leave balance will not be reduced for any County-approved Holiday that falls within the
scheduled absence.

7—Vacation  An accrued vacation leave balance aceruet—in—excess—ofthat exceeds
established limits will be lost eachyearifnot used by June 30™, Oklahoma County’s fiscal
year end.

&

If a full-time exempt-ornom-exempt-employee is off work using Vacatiorivacation
leave when an emergency shutdown of theCounty buildings sin declared, the employee
shall receive no Emergency Shutdown Leave; and must continue to use Yacationvacation
leave as originally scheduled.

9 Vacation leave balance will transfer with an employee who transfers to another Oklahoma
County office or department.

10— Vacation leave will not be used in case of absence due to illness or injury for which
Werkers' Workers Compensation benefits are received; other than during the mandatory
three—-day waiting period before which the employee’s Weorkers Workers Compensation
benefit payments commence.

H-—

Vacation schedules are subject to prior approval by the employee’s Elected Official or their

2 his or her representative. Upon separation, an employee will be paid for the balance of

accrued VVacationvacation leave up to the accumulation limit at tfefrhis or her current hourly
rate of pay.

190.S. §1301:
74 0.S. §840-2.20




