USM Bylaws, Policies and Procedures of the Board of Regents

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 October 9, 2015; Amended November 22, 2024)

I.

I1.

I11.

Iv.

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.

DEFINITIONS
A. “Calendar year” means the period beginning January 1 through December 31.

B. “Leave cycle” means the period encompassing the beginning and end of established
USM payroll cycles in which leave is accrued.

C. “Leave year” means the final payroll cycle identified by institutions for the purpose
of crediting new allotment of personal days.

D. “Availability schedule” means the effective date in the new calendar or leave year by
which Personal Leave Days must be used or lost.

ALLOTMENT

All Regular full-time Nonexempt and Exempt Staff employees shall receive three (3)
days (not to exceed 24 hours) of personal leave on January 1 each calendar year, except
that employees shall receive four (4) days (not to exceed 32 hours) of personal leave on
January 1 in a leap year. Part-time employees working 50% or more shall receive
personal leave on a pro-rated basis.

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 USM BOR policy VII-7.11 — Policy on Leave Reserve Fund for
Nonexempt and Exempt Staff Employees. No employee shall be paid for unused
personal 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.
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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.

. 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.

. 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.

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

employment.

IMPLEMENTATION PROCEDURES:

Each President shall identify their designee(s) as appropriate for this policy, develop procedures
as necessary to implement this policy, communicate this policy and applicable procedures to
their institutional community, and post it on the institutional website.
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