
August 24, 2024

Sample Policy - Vacation/Annual Leave
Dear Reader:

The following document was created from the CTAS website (ctas.tennessee.edu). This website is
maintained by CTAS staff and seeks to represent the most current information regarding issues relative to
Tennessee county government.

We hope this information will be useful to you; reference to it will assist you with many of the questions
that will arise in your tenure with county government. However, the Tennessee Code Annotated and other
relevant laws or regulations should always be consulted before any action is taken based upon the
contents of this document.

Please feel free to contact us if you have questions or comments regarding this information or any other
CTAS website material.

Sincerely,

The University of Tennessee
County Technical Assistance Service
226 Anne Dallas Dudley Boulevard, Suite 400
Nashville, Tennessee 37219
615.532.3555 phone
615.532.3699 fax
www.ctas.tennessee.edu
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Sample Policy - Vacation/Annual Leave
Reference Number: CTAS-1119
Sample Vacation/Annual Leave Policy:

Qualification for Vacation Time - Full time employees (those who work more than 35 hours per
week) will earn twelve (12) days of paid vacation per year. Employees begin accruing vacation
time as of the date of their employment, but an employee is not eligible to use vacation time until
the employee has completed six months of service, at which time six (6) days of vacation will be
available. Thereafter, employees will accrue vacation days at the rate of one day per month of
service. Part-time employees do not qualify for vacation leave.

Accumulation of Vacation Time - Vacation time may be accumulated and carried forward to the next
year in an amount not to exceed 24 days. Any days exceeding the 24-day limit will be lost if not
used prior to the end of the current employment year.

Use of Vacation Time - Vacation leave may be used only at times approved in advance by the
employer. Requests for vacation leave shall be made using leave request forms provided by the
employer for this purpose. Reasonable vacation requests will be honored to the extent possible. If
two or more employees request vacation for the same period of time, the employer will determine
whether this will create a hardship upon the department. If it is determined that it is not possible
for both employees to be on vacation at the same time, the request of the employee who first
asked for vacation time will be honored. No employee may give or loan vacation time to another
employee.

Termination of Employment - Upon the termination of employment, an employee shall be entitled to
payment for any unused vacation time which has accrued, up to the 24-day limit. Payment shall be
made based upon the employee’s daily rate of compensation at the time of termination.
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