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(A) Policy statement 

 
Non–probationary full and part-time hourly non-bargaining unit employees may 
be eligible to use personal time. The maximum amount of personal time is sixteen 
hours and will be pro-rated based upon the number of actual hours paid to the 
employee in the previous year. Employees must have unused sick time available 
in order for it to be converted annually to personal time. Personal time listed on 
the employee’s earning statement may be used for personal reasons other than 
illness or injury.  Temporary and salaried employees are ineligible for personal 
days.  

 
(B) Purpose of policy  

  
To provide procedures for use of unused sick leave for personal reasons. 

 
(C) Scope 

 
This policy applies to hourly non-bargaining unit employees on all campuses.  
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(D) Procedure 
 

(1) Notification and approval:  
 

(a) Employees will arrange time off for personal leave with the 
employee’s supervisor in advance of the requested absence and 
the employer shall grant the time off, subject to the availability of 
adequate personnel in each department or area to maintain 
regular operational needs. 

 
(b) Employees will arrange time off for personal leave with the 

employee’s supervisor at least forty-eight hours in advance of the 
planned absence and the employer shall respond within twenty-
four hours. 

 
(c) Requests for personal time will not be unreasonably denied. 

 
(d) Supervisors are authorized to approve an employee's personal 

time usage whenever it is deemed logical and reasonable to do so 
up to a maximum of sixteen hours. 

 
(2) Use of leave:   
 

Personal leave chargeable to sick leave may be used in quarter hour 
increments, but cannot exceed the employee’s current daily schedule 
e.g., a sixteen hour employee working four hours per day can only take 
up to four paid hours off per day.   

 
 

 
Approved by:  
 
 
/s/____________________________________ 
Matthew Schroeder 
EVP for Finance and Administration & 
CFO 
 
Date:  April 6, 2026 
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