BAY MILLS COMMUNITY COLLEGE
SUMMARY OF LEAVE POLICIES


	Type of Employee
	Vacation
	Short Term
	Personal

	Full-Time Employees (New Leave Policies)
	Accrual rate based on length of continuous service
<3 yrs=2 hrs/wk
>3<10 yrs=3 hrs/wk 
>10 yrs=4 hrs/wk

At December 31, max carryover of 104 hrs to new year

	Accumulate 2 hours per 40 hour week; max of 200 hours
	Accumulate 12 hours for fall semester and 12 hours for winter semester; added to vacation accrual and subject to 104 hours carryover (vacation and personal combined)

	Full-Time Employees (Old Leave Policies)
	None
	Accumulate 48 hours for fall semester and 48 hours for winter semester; max of 200 hours
	Accumulate 12 hours for fall semester and 12 hours for winter semester; max carryover of 104 hours 

	Full-Time Instructors
	None
	Accumulate 48 hours for fall semester and 48 hours for winter semester; max of 200 hours
	Accumulate 12 hours for fall semester and 12 hours for winter semester; max carryover of 104 hours-see exceptions in detail below 

	Part-Time Employees
	None
	If work over 20 hours per week, will accumulate on pro- rata basis. If work less than 20 hours per week, no short term.
	None

	Composite Institute Employees
	Based on negotiated vacation leave accrual when hired-see detail below
	Accumulate 2 hours per 40 hour week; max of 200 hours
	Accumulate 12 hours for fall semester and 12 hours for winter semester; added to vacation accrual and subject to 104 hours carryover (vacation and personal combined)




