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2.2 Full-time employees are allowed a full day (8 hours) of leave while part-time employees 
are granted leave on a prorated basis (i.e. 50% appointment = 4 hours of leave). All 
Birthday Leave must be taken on the same day. 

2.3 If an employee does not take their Birthday Leave within their birth month, the leave is 
forfeited for that calendar year. 

 

2.4 Birthday Leave cannot be taken in advance of the eligibility period (birth month). 

 

2.5 Eligible employees must request Birthday Leave as they do vacation and sick leave using 
MyLeave. Within MyLeave, use earnings code Administrative Leave to record the time 
taken for Birthday Leave. The employeeôs supervisor is responsible for ensuring the 

Birthday Leave is used within the birth month and that the employee has not already 
requested Birthday Leave for that calendar year before processing the request. 

 

3. ATTACHMENTS 

 

3.1 Classified Employee Handbook 

Å Used in determination of proper procedure for Administrative Leave for Classified 

Employees. 
 

 
 

PRESENTED TO CEAS STAFF COUNCIL FOR VOTE: 
 

Thursday, April 2, 2020 

Yes votes:   14 

Vote result: Pass ☒     Fail ☐     

 
No votes:    0 

 
Abstain votes:  0 

 

If passed, CEAS Staff Council Chair signature for approval to submit to Dean of CEAS. 
 

 

 

ENGINEERING STAFF COUNCIL CHAIR DATE 
 

 
 

SUBMITTED TO DEAN OF CEAS:    April 3, 2020  

 

RESPONSE FROM DEAN RECEIVED: 
 

 
 

 

 

CEAS DEAN DATE 
 

 
 

FOLLOW-UP ACTIONS: 
 

 

DocuSign Envelope ID: DB288953-0C72-4C8F-B813-FD62E798D75E

4/3/2020

DocuSign Envelope ID: 60D83F94-B7BB-4E97-9CBD-8D43E3815886

4/6/2020

Thank you for your work on this incentive.
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