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Accrual Use 
Policies and Procedures 

 

 
In an effort to maintain consistency in the use of accruals, the following represents a summary of 
the various forms of accruals available to you.  The College’s policy regarding appropriate accrual 
uses is also explained.   
 
Please keep in mind that these are minimum expectations. Each department/office supervisor 
has the right to assess operational needs and make more clear and specific accrual use 
expectations for his/her respective department/office.   
 
Vacation, Holiday, and/or Compensatory (VHC) Time 
 
Eligible employees are granted vacation credits as a means to rest and relax away from the 
College without a loss of income. VHC time may be used in ¼ hour increments.  Requests to use 
VHC time must be submitted in writing and usage of these accruals requires prior supervisory 
approval. Employees wishing to schedule VHC should submit requests as far in advance as 
reasonably possible.  Employees are advised to request VHC accrual usage at least five workdays 
in advance of the requested day or period and at least two weeks prior to any vacation blocks of 
one week or longer. In order to better assure VHC days will be approved as requested,, 
employees should actually request their VHC time  early, but no more than 12 months in advance.  
 
Requests for VHC time shall be granted upon approval of the supervisor; unless it is determined 
that such absence would adversely affect and interfere with the orderly performance and 
continuity of service. VHC requests shall not arbitrarily or unreasonably be denied. 
 
Scheduling Vacation, Holiday, and/or Compensatory (VHC) Time 
 
VHC will be scheduled, insofar as possible and practical, at those times requested by each 
employee. However, because of the nature of the work and the requirement that the orderly 
performance and continuity of services be maintained, it may be necessary to limit the number 
or prohibit any employees from taking VHC time during a particular period or at the same time.  
If a supervisor foresees a period of time when VHC time will be prohibited or limited, the 
supervisor should notify all affected employees as soon as it is practical, but no later than two 
months prior to the affected date(s). 
 
For the purposes of scheduling VHC time, the following procedure will be used: 
 
1. All VHC requests shall be submitted to the supervisor in writing using the ‘SUNY Cortland 
Request to Use Leave Credits’ form and will be processed on a first-received, first-granted basis. 
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2. In the event requests are received by the supervisor at the same time for the same 
period, seniority based on length of continuous service at SUNY Cortland will be the 
determining factor 
3. The supervisor will respond in writing to all VHC leave requests within five working days 
of receipt by the supervisor (this does not include times of supervisor absence).  If the supervisor 
is unavailable,  the employee should submit the request to the next level supervisor. 
4. If a VHC request is denied, a written reason for such denial will be provided within the 
five working days. 
 
If a supervisor fails to respond to a VHC request within the required timeframe, the request will 
be considered to have been approved 
 
Personal Leave Usage:  
 
Personal leave is intended to provide employees with time off without loss of pay to attend to 
matters of a personal nature. Personal leave may be used in ¼ hour increments and usage also 
requires prior approval.  One day of advance notice for personal leave usage is expected.  This 
type of leave does not require that a reason be given to the supervisor if the day is requested in 
advance.  An appropriate use of personal leave would be for unexpected absences that prevent 
the five days notice outlined in the VHC time usage policy above.  When the one day of advance 
notice requirement is not met, the supervisor has a right to ask the purpose, and the request may 
be denied.   
 
Sick Leave Usage:   
 
Sick leave is to provide employees with a reasonable measure of income protection from 
absences necessitated by illness or other disability. Sick leave may be used in ¼ hour increments 
for personal illness, medical and dental appointments. When approved, employees may charge 
sick leave, not exceeding a total of 15 days in one calendar year, for illness or death in the 
immediate family.  
 
In the event of a personal illness, employees must contact their supervisor within two hours of 
the start of their shift for each day they are going to be out of work unless a doctor’s statement 
has been received indicating a long term absence.  An employee must submit medical statements 
if s/he has been out of work for four consecutive days.  Medical statements may be submitted 
directly to the Human Resources Office or to the immediate supervisor.  This decision rests with 
the employee.  After consultation with human resources, a supervisor may request medical at 
other times when possible misuse or abuse is suspected.  If medical documentation is required, it 
must contain the following information: 
 
1.  Patient's name  
2. Start and end dates of disability  
3. Certification that the employee is/was disabled from the performance of his/her job duties  
4. Anticipated or actual return to work date 
5.  Indication that the employee is being released to return to work with or without restrictions 
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6. Physician's signature 
 
If an employee is returned to work with restrictions, the employee may not be allowed to work 
until a light duty statement is completed and reviewed.  Light duty assignments are coordinated 
through the Human Resources Office. 
 
The use of sick leave for the death or illness of an immediate family member shall be subject to 
the supervisor’s approval.  When approved, employees may charge sick leave, not exceeding a 
total of 15 days in one calendar year, for illness or death in the immediate family. A request for 
leave due to the death in the family cannot be denied if properly verified. In the case of family 
illness, use of sick leave is considered appropriate only when the employee’s absence is 
necessary to provide direct care for members of the family who are ill. 


