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1.) Annual Leave – Eligible to Earn 
18A:

18A Employees should reference 

101 KAR 2:102. Classified leave administrative regulations 


http://www.lrc.state.ky.us/kar/101/002/102.htm 
OR     Current Employee Handbook  


Kentucky Personnel Cabinet

http://personnel.ky.gov/ 
151B:

151B employees should reference 
      780 KAR 3:072. Attendance, compensatory time, and leave for certified 
and equivalent service.

http://www.lrc.state.ky.us/kar/780/003/072.htm. 
2.) Annual Leave Accrual

A. A full-time employee shall have worked, or been on paid leave, other than educational leave with pay, for one hundred hours or more per month to accrue annual leave.
B. 10.5 month employees (who have received pay for 100 hours or more per month) will accrue annual leave during the actual school year (August 1 – June 15), unless he/she is approved to work and actually works (100 hours or more per month) extended employment   (June 16 through July 31). 
C. 12-month employees will accrue annual leave when they have received pay for 100 hours or more per month.  

D. Accrued leave shall be credited on the first day of the month following the month in which the leave is earned.

E. In computing months of total service for the purpose of determining the monthly earning rate for annual leave accrual or sick leave accrual, only the months for which an employee earned annual or sick leave shall be counted. 

F. (18A) Former employees who have been rehired shall receive credit for prior service, unless the employee had been dismissed as a result of misconduct or a violation of KRS 18A.140, 18A.145, or 18A.990.  Also (see 780 KAR 3:072, Section 3).

G. (151B) Former employees who are appointed, reinstated, or re-employed, other than a former employee receiving benefits under a state-administered retirement system, shall receive credit for prior annual months of service.
H. Any employee, who has retired from a position covered by a state retirement system, is receiving retirement benefits and returns to state service, shall not receive credit for months of service prior to retirement. 

I. Full time employees accumulate both annual and sick leave.  

J. Emergency, temporary, and interim employees do not accumulate annual leave.

K. Employees, except for part-time employees, accumulate one sick leave day per month.

Each full-time employee shall accumulate annual leave at the following rate:

3.)  Annual Leave (Accumulation Rate)

  Annual (Vacation Leave) – Accumulation Rate 

	Months of Service
	Leave Accrued Annually
	Daily Accrual Rate Converted to Hours

	0-59 months (less than 5 years)
	12 days per year; 1 day per month 
	7.50

	60-119 months (5 to 10 years)
	15 days per year; 1 ¼ days per month
	9.38

	120-179 months (10 to 15 years)
	18 days per year; 1 ½ days per month
	11.25

	180-239 months (15-20 years)
	21 days per year; 1 ¾ days per month
	13.13

	240 months and over (20 years and over)
	24 days per year; 2 days per month
	15


4.) Annual Leave (Accumulation Limits)
Annual leave may be carried forward from one (1) calendar year to the next at the following rates:  

	Months of Service
	Maximum to Carry Forward
	37.5 hour week

	0-59 months (less than 5 years)
	30 working days
	225 hours

	60-119 months (5 to 10 years)
	37 working days
	277.50 hours

	120-179 months (10 to 15 years)
	45 working days
	337.50 hours

	180-239 months (15-20 years)
	52 working days
	390 hours

	240 months and over (20 years and over)
	60 working days
	450 hours


Annual leave amounts (total through the end of December), which exceed the maximum per months of service as indicated above, will be converted to sick leave in January or upon retirement.  

· 18A and 151B annual leave is converted after the December leave is calculated should be on February’s check.
    5.) Annual Leave Usage
· Leave requests should be made timely.

· Accumulated leave may be granted (as agreed to by the supervisor and employee) up to at least the amount of time earned that year, if operating requirements of the agency permit.

· An employee with at least 100 hours of compensatory time may be requested to use compensatory time before annual, unless their annual leave exceeds the amount of hours that can be carried forward.  

· School based 151B employees may either work during Spring Break or Christmas Break or be on some form of approved leave.  If the employee desires to work during this period, she/he may do so only upon the submission of a work plan by the employee and the approval of the plan by the employee’s supervisor prior to the initiation of the work.
· Annual leave shall be used in increments of hours or one-quarter (1/4) hours.  

6.) Annual Leave and Separation

1. Upon resignation and/or retirement an employee shall be paid a lump sum for accumulated annual leave, with exception as noted in # 6 (this section), up to the amount of maximum accumulation rate for their months of service.  Leave remaining after the payment of the maximum provided will be removed from the balance and transferred to the sick leave balance. 

2. An employee who is laid off shall be paid in a lump sum for all accumulated annual leave.

3. An employee changing positions with no break in service shall retain accumulated annual leave in the receiving agency.

4. An employee who has been dismissed for cause related to misconduct or who has failed, without proper excuse, to give proper notice of resignation or retirement may NOT be paid for accumulated annual leave.

5. An employee may request in writing that accumulated annual leave not be paid upon resignation, and that all or part of the amount that does not exceed the maximum be waived, if he resigns or is laid off because of an approved plan of privatization of services he performed, and the successor employer has agreed to credit employee with an equal amount of annual leave.  

6. Failure of a 151B employee to give thirty (30) calendar days notice with his resignation may result in forfeiture of accrued annual leave.  

7. Upon the death of an employee, the estate will be paid for accrued annual leave.
7.) Annual Leave - Eligibility for State Paid Health and 

Life Insurance Benefits

To be eligible for state paid health and life insurance benefits:

· Twelve (12) month employees must have worked or been on paid leave or family and medical leave, other than educational leave, during any part of the pervious month.

· Ten and one-half (10½) month employees must have worked or been on paid leave or family medical leave, other than educational leave, during any part of the previous month, except between June 16 and July 31, when coverage is granted without regard to work and/or pay restrictions).  The July 4th Holiday effects payment of the state paid portion.

· If an employee is unable to work and uses paid leave to qualify (as outline above), paid leave days shall be used consecutively.

OCTE
12.1
PPM
Rev:  02-12-07; 02-17-09; 07-14-10

Human Resources - Annual Leave


