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                 (2) An Application for Leave form (electronic form in WebAID) must be signed by the    
                      appropriate officials listed in item (1) when compensatory leave is to be taken. 
 
                 (3) While on official travel on a regular University work day, an employee can earn a maximum 
                      of five (5) hours of compensatory leave for hours worked after 4:30 p.m. During weekend  
                      official travel, an employee can earn a maximum of eight (8) hours per day. 
 
                 (4) Employees will not earn compensatory leave while on "on call" status unless specifically 
                      approved by the President of the University. 
 
                 (5) When an employee has earned a total of 40 working days of compensatory leave during 
                      any fiscal year, further approval of compensatory leave shall cease. Department heads are  
                      to take the necessary precautions to preclude approval of compensatory leave beyond the  
                      maximum allowed. 
 
                 (6) Compensatory leave will automatically be charged for designated University closings.  
                       Employees who do not have enough compensatory leave earned will be charged annual 
                       leave in lieu of compensatory leave. Employees whose compensatory and/or annual 
                       leave are not sufficient will be docked for the number of deficit days. (Employees who  
                       work on any designated school closing should indicate this on the monthly leave form 
                       so that their records can be adjusted) 
  

 


