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This document outlines the procedures that should be followed by all SRO employees in requesting and preparing for vacation. It also defines SRO expectations of employees during and after vacation and provides for ongoing review of vacation time use by supervisors and employees. 

We realize that sometimes circumstances prevent following these procedures exactly as stated. Minimally, the process must include:
· Discussing the request with your administrative supervisor as soon as possible.
· Notifying functional supervisors (project and/or work team, as applicable) in writing, before the time off is approved.
· Understanding that administrative supervisors may occasionally be unable to approve requests based upon project or work team deadlines.
· Documenting the approved vacation via: 
· An email to the administrative supervisor and project/work team lead(s) to which the administrative supervisor replies with their approval.
· An email to team members
· Appropriate unit and project calendars
· The employee’s own calendar
· The Global Status Spreadsheet (GSS)

















Requesting Vacation Time:
· Contact your administrative supervisor and any project manager(s) with whom you work to apprise them of the time you are seeking to take off.  
· Employees should not feel obligated to share the reason for or details about vacation plans nor should administrative supervisors require this information.
· Project and/or work team leads will assess the request from the perspective of schedule conflicts and availability of other staff to step in to fulfill key needs during the vacation.
· If there is a schedule conflict related to a specific project and you are unable to resolve it in a satisfactory manner, you should meet with the project manager and administrative supervisor together to negotiate a resolution. If this resolution is unsatisfactory or if there is a non-project related issue related to your vacation request that is not handled to your satisfaction, you should contact your unit manager for guidance in reaching an effective resolution. 
· Unfortunately, due to project schedules and group workloads, there may be times when certain vacation requests are unable to be approved. 
· SRO realizes that from time to time having one day to recharge can be valuable for the productivity and well-being of our employees. Therefore, administrative supervisors and project manager(s) must have extraordinary circumstances to justify denying a request for one day of vacation.

· Once your administrative supervisor and project manager(s) have agreed to your request, coordinate with your team members to confirm coverage of key assignments during the proposed vacation period.
· After your administrative supervisor and project manager(s) have agreed to your request and coverage has been arranged for your key assignments, you should formally email your vacation request to your administrative supervisor who will send formal approval of your request. 
· The employee and administrative supervisor should maintain a copy of this email correspondence until the vacation period is over.  

Advance Vacation Preparations: 
· Prior to the actual time off, you should review work assignments with your manager(s) and project team members, and make sure that all responsibilities will be covered during your absence.
· Prior to the actual time off, notify/remind the appropriate project and functional/unit team members via email. It is recommended that you use the following communication plan to send out reminders. You, your administrative supervisor and project manager(s) will decide who among your project team(s) and functional team(s)/unit should receive communications regarding your vacation time. 

	Vacation/Time Off Period
	Recommended Request Period
	Communication Plan Reminder Period

	1 – 2 days
	1 week prior
	2 days prior

	3 – 4 days
	2 weeks prior
	

	1 week
	1 month prior
	

	2 – 3 weeks
	2 months prior
	2 weeks, and 2 days prior

	4 weeks
	3 months prior
	1 month, 2 weeks and 2 days prior



· Vacation time should be entered in shared calendars for your unit(s) and project team(s) and the GSS once it has been approved.
· Out of office designation should be used to block days on the employee’s work calendar once vacation has been approved. Vacations lasting one week or longer will be added to the Resource Forecasting Tool (RFT).
· Work while on vacation must be pre-approved by the administrative supervisor. Work out of state or out of the US requires special approval. 

Preparations Prior to Vacation: 
· Consider setting an away message for your vacation period using MCommunity. 
[bookmark: _GoBack]Instructions for Setting an Away Message
· Your away message should include a contact person(s) who could address any immediate questions or concerns regarding your project(s) or responsibilities and indicate the date on which you will return to work. 
· Consider changing your office voicemail message for longer vacation periods during which you will not check email (and see voicemail messages).
· Vacation time should be entered on your office/cubicle white board and your unit’s in and out board (if applicable) as well as in the SRO Global Status Spreadsheet.

Expectations While on Vacation and Upon Return:
· It is not expected that you will check email or voicemail while on vacation. 
· If meetings for the day you return are scheduled during your absence and you are unable to attend them, you are not expected to do so. 
· Upon return, it is expected that you will have at least one full business day to review and respond to email and voicemail received while on vacation. 
· Review of Vacation Time Use:
· At any time, you may check your vacation time balance in Wolverine Access under Employee Business > Leave Balances. Note that staff members may accumulate unused vacation up to a maximum of twice the staff or faculty member’s annual accrual rate. After that point, no new accrual will occur until vacation time is spent.
· Periodically, your administrative supervisor will review your vacation time use with you to ensure that you are able to take time to recharge.
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