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ANNUAL LEAVE

I.
PURPOSE:

To establish policies and procedures for earning and using annual leave.

II.
SCOPE:

Department wide.







III.
EARNING ANNUAL LEAVE:

A.
Eligible Employees

Employees who are employed on a full-time basis in positions of a continuing or permanent nature and employees who are employed on a part-time basis in positions with work schedules equivalent to six (6) months or more of full-time employment in any twelve- (12-) month period are eligible to earn annual leave.

B.
Ineligible Employees
Employees who are employed on a non-continuing basis in positions of limited duration requiring less than the equivalent of six (6) months of full-time employment in any twelve- (12-) month period, whether this be on an emergency, temporary, limited temporary, hourly or per diem basis are not eligible to earn leave.

Employees who are ineligible will be identified at the time of appointment or assignment and the Office of Human Resources will so notify the employee and the supervisor or unit chief.

If the term of limited duration employment is extended to the equivalent of six (6) months or more of full-time work in any twelve- (12-) month period, the employee will be credited with earned annual leave for the period of employment in excess of six (6) months. For example, an employee who receives an emergency appointment for ninety (90) days, followed by a temporary unclassified appointment, will be eligible to earn leave after completion of six (6) months of full-time service.

If a limited duration appointment is followed without break in service by an appointment to a position of a continuing or permanent nature, the employee will be credited with earned leave for the initial period of the limited duration employment. For example, an employee who receives an original appointment immediately following an emergency appointment with a work schedule of one-half time or more will earn leave for the period of the emergency appointment.

C.
Annual Leave Accrual

The number of hours of annual leave which an employee is eligible to earn and the maximum which may be accrued at the end of October each year is based on length of state service as reported by the Missouri State Employees’ Retirement System.


The number of hours earned per pay period is based on the number of hours the employee is in pay status. An employee in pay status 80 hours or more will receive full accrual. An employee in pay status between forty (40) and eighty (80) hours during a pay period will receive a pro-rated accrual. If the employee is in pay status fewer than forty (40) hours in the pay period, no accrual will be given. The payroll system calculates an employee to be in pay status for fewer than 40 hours if the employee has more than 46 hours and 40 minutes of leave without pay during the pay period.
An employee with less than 10 years of state tenure could accrue up to five (5) hours of annual leave per pay period; 10 to 15 years, up to six (6) hours; and 15 years and over, up to seven (7) hours.

The maximum accruals on record at the close of business on October 31 of each year are: 

240 hours for state tenure of less than 10 years; 

288 hours for tenure of 10-15 years; and 

336 hours for tenure of 15 years and over. 

Employees may exceed these maximums throughout the year but if they are not used by October 31, they will be forfeited and the balance adjusted to the maximum allowed. If employees terminate employment or transfers to another state department prior to October 31 and have balances exceeding the maximum, they will only be paid for or may transfer the maximum allowed. The amount over the maximum is lost.

IV.
USING ANNUAL LEAVE:

The employee shall obtain prior approval to use annual leave by communicating the need for leave to the supervisor and submitting a request for leave in the Department Electronic Leave and Time Accounting (DELTA) system to the immediate supervisor. The supervisor shall notify the employee whether the leave is approved or disapproved within a reasonable time.

When practicable, leave will normally be granted at the convenience of the employee; however, it is the responsibility of the supervisor to assure that all employees within the work unit are treated equitably in the granting of leave and that the work unit is adequately staffed. Supervisors are authorized to disapprove requests for annual leave when necessary to meet this requirement. At the discretion of the supervisor or higher authority, leave approval may be made contingent upon the requesting employee meeting deadlines for work assigned prior to and/or due during the requested leave time.

The supervisor may waive prior notice in approving annual leave in emergency or unusual circumstances.

Earned leave will be credited to the employee's records at the end of each pay period. Annual leave may not be used prior to the time it is credited to the employee. Annual leave shall be used in multiples of one-quarter (1/4) hour. Less than 1/4 hour increments will only be allowed when employee is going into leave without pay status. 

Holidays falling within a period of annual leave shall not be counted as workdays nor charged against leave balances. Part-time employees will be given pro-rated credit for holidays as described in Section 7.7 of the Administrative Manual.
An employee will be paid for accrued annual leave when employment is terminated unless transfer of leave is required or approved (see Payment for or Transfer of Accrued Annual Leave, Section 8.2). Payment for the accrued leave shall be based on the employee's rate of pay at the time of termination and shall be computed uniformly on the basis of the standard full-time hourly rate of pay as determined by dividing the employee's annual full-time salary rate by 2080 hours. An employee will not receive pay for any annual leave amount that exceeds the maximum allowed for their accrual rate (example: if an employee has less than 10 years of state service and has 280 hours when he/she terminates, they will only be paid for 240 hours).    If an employee transfers to another agency, the maximum leave that may be transferred and the maximum that may be paid combined cannot exceed the stated maximums above.
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