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ANNUAL/VACATION LEAVE 6.541* 

 
I. All full-time employees working on a twelve-month basis shall earn vacation leave as 

follows: 
 

Continuous and Creditable Service Vacation Leave Earned 
 

Through sixty (60) months 1 1/2 day per month (12 6 days per year) 
 

Sixty one (61) through  1¼ 3/4 days per month (15 9 days per year) 
one hundred twenty (120) months                   

 
Over one hundred twenty 1½ days per month (18 12 days per year)                         
(120) months          

 
II. Vacation time accumulation shall be unlimited to no more than 60 days. At June 30th of 

each year, any accrual of vacation time in excess of 60 days will be forfeited.  The 
increased vacation rate starts with the calendar month following the month the employee 
completes the fifth (5th) or tenth (10th) year of continuous service. 

 
III. An employee’s approval for vacation leave will be determined by the employee’s 

immediate administrator based on consideration of the work schedule. 
 

IV. Vacation buyout time Terminal pay of vacation leave shall be capped at sixty (60) days 
or five hundred (500) hours, whichever is greater upon early or normal retirement in 
accordance with the Florida State Retirement System Rules through 6/30/03.  Effective 
7/1/03 all vacation buyout time leave terminal pay will be capped at 60 days. 

 
V. Requests for utilization of accrued vacation time shall be submitted in writing to the 

employee’s immediate supervisor two (2) weeks in advance, except in cases of an 
emergency nature. 
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