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USM HR Policy Review Sheet 

          
Policy Number:    VII – 7.10 
New Policy Title:   Policy on Personal Leave for Regular Nonexempt and Exempt Staff Employees 
Old Policy Title: Policy on Personal Leave for Regular Exempt Employees 
 

1. Policy Application:   __X__Nonexempt Staff    __X__Exempt Staff      ____Faculty    ____Contingent 
Staff 
              ____ All   _ __Other:    ________________________ 
 

2. Proposed Revisions 

__ __ Terminology outdated 

__ __   Re-Formatting 

__X__  Title Change 

_____ Obsolete provisions deleted 

_____

__X__ Clarifications: _

  Merge with other policy:          

Transfer/Separation procedure

_____ Transfer to another policy or chapter:___________________________________________ 

_____________________________________ 

_____ Updates to reflect changes in law 

__   __ Incorporate USM-wide existing practice into policy:  

_____  Incorporated Pre-USM Policy:  

___X   Fills gap in policy:  

___X_  Added definitions 

 Add Nonexempt Staff to policy, after having been deleted in error in 2000 

_____ Other revisions:_________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

____________________________________________________________________________________ 
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D R A F T 5-5-15 

 
VII-7.10 - POLICY ON PERSONAL LEAVE FOR REGULAR NONEXEMPT 

AND EXEMPT STAFF EMPLOYEES 
 
(Approved by the Board of Regents on December 3, 1999, EFFECTIVE January 2 and 
January 12, 2000; Amended __________, 2015) 
 
 
I. PURPOSE AND APPLICABILITY 
 

This policy governs the amount and use of personal leave, and applies to all 
regular Nonexempt and Exempt Staff employees of the University System of 
Maryland. 

 
II. DEFINITIONS 
 

“Calendar year” means the period beginning January 1 through December 31. 
 
“Leave cycle” means the period encompassing the beginning and end of 
established USM payroll cycles in which leave is accrued. 
 
“Leave year” means the final payroll cycle identified by institutions for the 
purpose of crediting new allotment of personal days. 
 
“Availability schedule” means the effective date in the new calendar or leave year 
by which Personal Leave Days must be used or lost. 
 
 

III. RECEIPTALLOTMENT 
 

All full-time Nonexempt and Exempt Staff employees shall receive three days 
(not to exceed 24 hours) of personal leave on January 1 in each calendar year.  
Part-time employees working 50% or more shall receive personal leave on a pro-
rated basis.   

 
III. IV.USAGE 
 

A. Personal leave must be used by the end of the first pay period which ends 
in the new calendar year.  Any personal leave that is unused as of that time 
shall be forfeited by the employee and shall be contributed to the USM 
Leave Reserve Fund, in accordance with the BOR VII-7.11  Policy on 
Leave Reserve Fund for Nonexempt and Exempt Staff Employees on 
Regular Status.Policy.  No employee shall be paid for unused personal 
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leave. Each institution shall determine the availability schedule for new 
allotment of personal leave days. 

 
B. The use of personal leave shall require prior notification to the employee’s 

supervisor. 
 

V. TRANSFER/SEPARATION 
 

A. Employees that transfer to another USM Institution will have any unused 
personal leave credited as of the date of separation from the University 
transferred to the new institution or agency. 
  

B. Employees that transfer to another State of Maryland agency will have any 
unused personal leave reported for credit as of the date of separation and will 
be subject to established personal leave allocations for the State of Maryland.  
Additional personal leave, minus USM balances already utilized, may be 
granted upon transfer to another State of Maryland agency, dependent upon 
established allocation requirements at the time of transfer. 

  
C. If available personal leave has been utilized upon transfer to another USM 

institution, additional personal leave shall not be granted upon appointment to 
the new institution. 

  
C.D. There shall be no payment for unused personal leave upon separation from 

university employment. 
 
IMPLEMENTATION PROCEDURES: 
 
Each President shall identify his/her designee(s) as appropriate for this policy, develop 
procedures as necessary to implement this policy, communicate this policy and applicable 
procedures to his/her institutional community, and post it on its Institutional website. 

Each Chief Executive Officer shall identify his/her designee(s) as appropriate for 
this policy; shall develop procedures as necessary to implement this policy; shall 
communicate this policy and applicable procedures to his/her institutional 
community; shall forward a copy of such designations and procedures to the 
Chancellor. 

 
REPLACEMENT FOR: 
 

USM BOR VII 7.10 – Policy on Personal Leave for Exempt and Nonexempt 
Personnel as approved by the Board of Regents on April 25, 1991. 
 
Additionally, this policy supersedes, in whole or in part, any policy(ies) and/or 
procedure(s) established by the Regents, Trustees, Presidents, or their designees,  
of the former institutions of the University System of Maryland, and of the former 
State Universities and Colleges, and of the Regents of the University System of 
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Maryland that are in conflict with this policy’s purpose, applicability, or intent, 
that may have been overlooked and not included as a specific citation under 
“Replacement For.” 
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