Annual Leave Procedure

|. Scheduling Annual Leave

Annual leave shall be taken only upon authorization of the employee's supervisor,
who shall designate such time or times when it will least interfere with the College’s
efficient operation. Employees should request annual leave 30 days in advance. A
supervisor may deny an employee’s request to use annual leave if the leave would
otherwise hinder the efficient operation of the College or the employee has not
provided reasonable notice of the request. Annual leave must be taken in quarter-hour
increments.

Only scheduled work hours shall be charged in calculating the amount of annual leave
taken. Weekends and/or holidays are charged only if they are scheduled workdays.
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