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Reason for Procedure 

This procedure defines vacation for Board-approved employees of Kirkwood Community College. 
 

The Procedure 

Vacation is provided by the college to enable employees to leave their work environment for a period of 
time and are intended to be taken within the fiscal year in which they are earned. 
 

• Vacation days are credited at the beginning of each fiscal year. 

• No more than five days of vacation earned in a given fiscal year can be banked. 

• Days that are not banked will be forfeited on June 30. 

• Banked vacation entitlement may be cumulative to a maximum of 30 days. 

• Employees who have more than 30 vacation days banked as of July 1, 2014, will maintain that 
balance not to exceed the prior limit of 60 days. If an employee with more than 30 days banked 
uses days from their bank, the new 30-day limit will apply. 

• Unused accumulated vacation days will be paid on a per diem rate upon termination of 
employment with the college or to the estate upon death of an employee. 

• When an employee changes employment status from a position that earns vacation to a position 
that does not earn vacation, he/she shall be paid at the time of the employment status change 
for all earned/unused vacation. 

• Upon termination of employment, the employee will be paid for any earned/unused vacation for 
the current fiscal year and any banked vacation days. 

• If the employee is on vacation leave and becomes ill or the college has a delay or closure, the 
vacation request remains in effect. 

 
 



 
 

Full-Time/Board-Approved Salaried/Exempt Employees 
Salaried employees (with exclusion of those engaged primarily as instructors, counselors or librarians, 
and those employed on a contract for less than 260 days) are entitled to vacation as shown below: 
 

• 20 days per year. 

• Vacation entitlement for any period of less than one year (such as beginning employment or 
termination of employment in the middle of the fiscal year) is computed as having been earned 
at the rate of two days of vacation each month of completed employment. Entitlement shall not 
exceed 20 days for any year of employment or portion thereof. 

• Upon termination of employment, any vacation days used, but not yet earned during the fiscal 
year in which employment was severed, will be deducted from the employee’s banked vacation 
or from their last paycheck. 

• Vacation can be taken in one-hour increments. 

 

Full-Time/Board-Approved Hourly/Non-Exempt Employees 
Hourly employees are entitled to vacation as shown below: 
 

• One day per month up to a maximum of 10 days per year for the first 4 years of continuous 
employment. 

• One and one-half days per month up to a maximum of 15 days per year for the 5th through the 
9th year of continuous employment. 

• Two days per month up to a maximum of 20 days per year for each year of continuous 
employment after the ninth year. 

• Vacation entitlement for any period of less than one year (such as beginning employment or 
termination of employment in the middle of the fiscal year) is computed as having been earned 
at the monthly rates defined above. 

• Upon termination of employment, any vacation days used, but not yet earned during the fiscal 
year in which employment was severed, will be deducted from the employee’s banked vacation 
or from their last paycheck. 

• Vacation can be taken in 15-minute increments. 

 

Vacation Changes 
An employee may request consideration by their supervisor and Human Resources to have scheduled 
vacation time changed to sick leave, illness in the family or bereavement leave due to extenuating 
circumstances such as: 
 

• The death of a family member who meets the definition of “family” in the College bereavement 
procedure; 

• The employee experiences an illness or injury to themselves resulting in them being on FMLA 
(more than 3 consecutive work days); or 



 
 

• The employee has an eligible family member who experiences an illness or injury that results in 
the employee being on FMLA (more than 3 consecutive work days). 

 
Requests will be reviewed in a case-by-case basis and the employee maybe be asked to provide 
documentation to support their request. 
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