
 
This document is a summary of a University policy, procedure and/or guideline.  All policies, procedures and/or guidelines described herein may 
be modified or discontinued at any time, for any reason at the University’s full and sole discretion.  No policy, procedure and/or guideline should 
be construed as a contract or term or condition of employment between an employee and the University. This policy/procedure is not intended to 
alter or modify any of the terms of any collective bargaining agreement or the Faculty Handbook. 
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Administrative full-time non-exempt employees are eligible for 7 hours of personal time with the 
following stipulations: 

• the 7 hours do not accumulate,  
• must be used during the University’s fiscal year, 
• will not be paid out at the time of termination.   

Under no circumstances will an eligible employee be able to utilize more than 7 hours of personal time.  
Personal time may be taken in hourly increments and should be documented on the employees’ 
timesheet.  When practicable, the same supervisory process for requesting vacation time should be 
utilized for personal time. 
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