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basis, employees may not use accrued hours until the first of the month following
the actual month accrued (For example, accrued hours in May cannot be used
until June first or later.) For new or returning employees, annual leave will be
prorated based on date of employment,

2. All eligible employees, as well as their immediate supervisor, can review their
annual leave balances in their Kronos time card under Accruals. Employees are
responsible for reviewing accrual leave balances and promptly notifying both their
supervisor and the payroll office of any discrepancies.

3. Torequest usage of annual leave hours, an employee is required to obtain
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Concurrently, the employee is required to submit an annual leave
Kronos Request Manager specifying the total number of hours requested, as well
as the date(s) covered. The supervisor is responsible for reviewing and approving
the annual leave request. The work requirements of the College shall take priority
over the scheduling of annual leave or other leave for an employee. When
operationally possible, the supervisor shall grant earned annual leave at the
convenience of the employee. If the request for annual leave is denied, the
supervisor shall note, in writing, the reason for denial. (For example, work
schedule requirements; staffing needs.)

4. Exceptions may be granted by an immediate supervisor to the requirement of prior
annual leave request and approval and Application for Leave form processing for
good cause. (For example, a supervisor may approve usage of annual leave due to
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