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OFFICE OF PRIME RESPONSIBILITY

Any questions or suggestions regarding this policy should be directed to the Human Resources Department.

1.
POLICY
1.1 It is the policy of Advanced Sciences and Technologies, LLC (AS&T) to recognize the factors of health, morale, and productivity, and to provide paid vacations for eligible employees to enable rest and relief from the every day work routine.

1.2 The affect of vacation hours on the calculation of overtime/extended work ours is as follows:

· NON-EXEMPT EMPLOYEES:

Vacation hours DO COUNT as hours worked.

· EXEMPT EMPLOYEES:

Vacation hours DO NOT COUNT as hours worked.

1.3 Extended hours and overtime hours may be worked on holidays, but not on sick, vacation and leave of absence days.

1.4 The number of hours per day that employees will be paid for vacation is equal to the number of hours per day stipulated by their designated work schedule.

1(a). Reference: Policy No. 2002 Employment Categories

2.
ELIGIBILITY

2.1 Full time employees (40 hrs/wk & over) are eligible for paid vacation at their applicable accrual rate (see following page).

2.2   
Part time “A” employees are eligible for paid vacation proportional to their employment status using the accrual rates on the following page.

Full time and Part time “A” employees begin accruing vacation on the first day of hire. 

2.2 Part time “B” employees (under 20 hrs/wk) and casual employees (as required/infrequent) are not eligible for paid vacation.

3.
DEFINITION
Continuous employment for the purpose of this policy is defined as a period of employment that is uninterrupted by an unpaid absence.

4.
GENERAL
4.1 Accruing Vacation

4.1.1 Vacation accrues in accordance with the following schedule:

VACATION ACCRUAL RATES

Employee

Hours Per

Length of

Vacation Accrual Rate
Status


Work Week

Service

Hours/Week
Full Time

40.0


First thru 4th year
1.54







5th thru 9th year
2.31







over 9 yrs

3.08

Employee

Hours Per

Length of

Vacation Accrual Rate
Status


Work Week

Service

Hours/Week
Part Time

35.0


First thru 4th year
1.35







5th thru 9th year
2.02







over 9 yrs

2.70

Part Time

32.0


First thru – 4 yrs
1.23







5th thru 9th year
1.85







over 9 yrs

2.46

Part Time

30.0


First thru 4th year
1.16







5th thru 9th year
1.73







over 9 yrs

2.31

Part Time

24.0


First thru 4th year
0.93







5th thru 9th year
1.39







over 9 yrs

1.85

Part Time

20.0


First thru 4th year
0.77







5th thru 9th year
1.15







over 9 yrs

1.54
4.2 Available Vacation Hours & Limits

4.2.1 Available vacation hours are shown on employees pay stubs and the online payroll service:

Employees who are eligible for paid vacation can only accrue 160 hours of vacation time.  When an employee exceeds 160 hours of vacation time and does not use the hours, the Accounting Department will reimburse the employee for the hours in excess of 160 with the following paycheck. 
4.3 Vacation Pay
4.3.1 Vacation pay will be at the employee’s current base rate excluding shift differential and lead differential.

4.3.2 An employee will only be paid up to the amount of vacation hours actually accrued by the employee at the time vacation is taken. Employees are not to exceed 40.0 hours of vacation.
4.3.3 Whenever a paid holiday occurs within the vacation period, the holiday will not be counted as vacation time.

4.3.4 The number of hours per day that employees will be paid for vacation is equal to the number of hours per day stipulated by their pre-approved designated work schedule. 
4.3.5 Per Diem payments for living allowances will not be granted during vacation. (Housing and dislocation allowance paid to employees permanently relocated to a foreign country are exceptions). These payments and allowances will cease on the last day of work prior to the start of the vacation and will not resume until the day the employee reports back to work.

4.3.6 “Pay in lieu of vacation” is allowed only upon termination of employment.

5. SCHEDULING VACATIONS
Vacations will be scheduled each year at the mutual convenience of AS&T and the employee and in accordance with the needs of the Company. Every effort will be made by the Company to allow employees to take vacations in accordance with their own preferences.

5.1
To aid in the scheduling process, each employee must advise his/her manager of tentative vacation dates each year so scheduling conflicts can be worked out. If there is a change thereafter, the manager must be notified as soon as possible- at least two (2) weeks prior.

6. TAKING VACATIONS
6.1
The entire vacation need not be taken at one time; it may be separated into periods to be taken throughout the year.

7. TERMINATION OF EMPLOYMENT
Upon termination, employees will receive pay in lieu of vacation for unused vacation accrued as of the employee’s last whole week worked.
8. EXCEPTIONS
Exceptions to this policy require the approval of the President/CEO.
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