BENCO
Personnel Manual

PAID VACATION TIME

Upon hire, an employee will begin to earn and accrue paid vacation time at the rate of 1
hour of paid vacation time for every 30 hours the employee works, up to 40 hours per
year. The employee is eligible to use paid vacation time as itis accrued and following
Benco’s Request Time Off Procedure.

If the employee works less than 20 regulary scheduled hours per week upon their 1-
year anniversary, they will continue to eam 1 hour of paid vacation time for every 30
hours warked, up to 40 hours per year. If an employee works at least 20 regularly
scheduled hours upon their 1-year anniversary, they will begin accruing paid vacation
time hours using the Vacation Accrual Schedule. The employee’s accrual date will be
based on the day of the month they were hired.

A regularly scheduled employee earning paid vacation time that has dropped below 20
regularly scheduled hours, for any length of time, will accrue paid vacation time at 1
hour for every 30 hours worked, up to 40 hours per year. If that same employee begins
working at least 20 regularly scheduled hours again, they will begin accruing vacation
time hours based on the Vacation Accrual Schedule. The employee’s accrual date will
be based on the day of the month they were hired.

REQUEST TIME OFF PROCEDURE

Employees requesting vacation must request the time off at least two weeks in advance
by submitting a time off request in the time clock system. It is the requesting employee’s
responsibility to find their own coverage and indicate the coverage plan on the time off
request. Coverage that is found without overtime will be approved by the supervisor. If
the coverage found resulis in another employee working overtime, that request must be
reviewed by the supervisor and Benco Residential Director prior to approving the time
off request. If a time off request is submitted without all of the appropriate information in
the request, then it will be denied until it is resubmitted with the correct information
included. Vacations are granted on a first come, first serve basis. If an appropriate
substitute cannot be found the supervisor and/or Residential Director will have final
discretion in granting the vacation. Any vacation request over a 14-day length of time
must also be approved by the Executive Director.

Paid vacation time will not be accrued during an absence extending 30 consecutive
days or more unless the Executive Director has approved otherwise, or the employee is
eligible for a qualifying leave of absence.

All employees who fail to retum to their scheduled shift from an approved vacation
without calling to obtain an extension will receive an unexcused absence. Unexcused
absences could resultin termination of employment.



Upon separation of employment from Benco, whether the separation of employmentis
voluntary or involuntary in nature, unused vacation time up to 192 hours will be paid out,
at the employee’s regular rate of pay, on the final check.

Non-exempt employees who work during the week they are also using vacation time,
will be paid overtime for hours totaling over 40 if the vacation procedure was properly
followed and the overtime was approved.

Employees cannot accrue more than 240 hours of paid vacation time. The following
vacation accrual schedule will be used to compute accrued vacation hours for
employees employed for one year or more.

Vacation Accrual Schedule:
| Maximum = 240

Regularly Scheduled Length of Hours per Month Hours per Year
Hours - Employment
Salaried Exempt/ 14 years 8 96
Full Time (38-40) 5-9 years 10 120
10-14 years 12 144
16-19 years 14 168
20+ years 16 192
Full Time (30-37) 14 years 6 72
5-9 years 8.5 90
10-14 years 9.5 102
15-19 years 11.5 138
20+ years 13.5 162
Part Time (20-29) 1-4 years 4 48
5-9 years 5 60
10-14 years 6 72
15-19 years 7 84
: 20+ years 8 96
Sub/Part Time (0-19) | Any 1 hourper 30 hours 56
worked

Vacation time cash out:

Any eamed vacation hours over 80 can be converted to pay, up to 192 hours. To
convert the vacation hours, employees must fill out a vacation cash outform and turn it
in to the Financial Director. All vacation cash out forms must be turned into the Finance
Director on timesheet day and be approved by the Executive Director to receive the

vacation cash out on the following payday.
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