








I. GENERAL

All Housekeeping Services staff must request vacation leave in advance.

II. PURPOSE

A. The purpose of this FSSP is to provide a procedure to ensure that the operations of Housekeeping Services are not adversely effected by uncontrolled use of vacation leave.  

B. To provide a procedure to ensure that seniority of staff, within supervisory groups, is considered. 

III. PROCEDURE
A. Vacation leave opportunities are determined by the operational needs of Housekeeping Services and the needs of the University.

B. Vacation leave must be requested in writing from your immediate Supervisor and approval must be received prior to taking vacation leave.  If prior approval is not requested and received in advance, vacation leave taken will be recorded as unapproved.

C. Your immediate Supervisor is authorized to approve vacation leave for up to two of the staff, in their supervisory group, on their own authority.  Approval for more than two staff, in any one supervisory group for vacation leave at the same time, will be made with the approval of their Manager.


D. Seniority of staff, within a supervisory group.

1. There are limited vacation leave opportunities for the same time periods within supervisory groups.  

2. Seniority within a supervisory group will be used for approving available vacation leave opportunities, for requests submitted before the last day of February each year.   Approval of vacation leave, for the same periods within a supervisory group, will be based on the staff member who has the most seniority.

3. Vacation leave requests submitted after the end of February, will be approved on a first come, first served basis.

E. Vacation leave requests must be initiated in writing, as far in advance as possible.  Minimum time for requesting vacation leave in advance will be as follows: 

1. Vacation leave requests for one day or less, must be requested one day in advance of the vacation leave.  Your Supervisor has the authority to approve two emergency vacation leave requests per employee (for one day or less) each calendar year for members of his/her supervisory group. 

2. Vacation leave requests for more than one day, but less than five days, must be requested two days in advance of the vacation leave.

3. Vacation leave requests for five days or more, must be requested a calendar week in advance of the first day of the vacation leave.
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