
WPI Vacation Benefit Education Session



Vacation Benefit at WPI 

• At WPI, we believe that time away from work is essential to your health, well-
being, and overall effectiveness. We offer generous vacation benefits and 
encourage all staff to take time to rest and recharge.

• Vacation benefits are available to both full-time and part-time staff. Time is 
earned each pay period and accrues based on employment status, work 
schedule, and length of service. 

• Vacation may only be used once it has been earned. The accrual begins 
immediately upon hire.



Maximum Vacation Accrual Schedule

Fiscal Year Maximum Accrual Cap

FY26 (7/1/25 - 6/30/26) 1.5 x annual accrual 

FY27 (starting 7/1/26) 1.25 x annual accrual **

FY28 (starting 7/1/27) 1.0 x annual accrual **

Effective July 1, 2025

To encourage regular use of vacation time, WPI has established maximum accrual limits. Once you 

reach the cap, you will stop accruing additional vacation until you use some of your time.

• Accruals pause once the cap is reached

• Vacation does not accrue during unpaid leaves

• Any hours above the cap will be forfeited. Forfeited vacation hours are not paid out upon 

termination

** This change does not apply to non-exempt union employees.



Vacation Benefits for Non-Exempt (Hourly) Staff 

Vacation accrual is prorated for staff working fewer than 40 hours per week 

Length of Service Annual Accrual Bi-Weekly Accrual 

(40hrs / Week) 

1 year but less than 3 2 weeks (10 days) 3.08 hours 

3 years but less than 7 3 weeks (15 days) 4.61 hours

7 years but less than 25 4 weeks (20 days) 6.15 hours 

25 years or more 5 weeks (25 days) 7.69 hours 



Vacation Benefits for Non-Exempt Union (Hourly) Staff 

Length of Service Annual Accrual Bi-Weekly Accrual 

(40hrs / Week) 

1 year but less than 5 2 weeks (10 days) 3.08 hours 

5 years but less than 10 3 weeks (15 days) 4.61 hours

10 years but less than 25 4 weeks (20 days) 6.15 hours 

25 years or more 5 weeks (25 days) 7.69 hours 



How do I calculate my accrual by pay period?

Non-Exempt (Hourly) Staff Examples

• Full Time:

o Scheduled 40 hour/week

o 3 years of service = 3 weeks vacation per 

year

Calculation

▪ 40 hours x 3 weeks vacation = 120 

hours of vacation time

▪ 120 hours / 26 pay period per year = 
4.61 hours per pay period

• Part Time:

o Scheduled 24 hour/week

o 3 years of service = 3 weeks vacation per 

year

Calculation

▪ 24 hours x 3 weeks vacation = 72 hours 

of vacation time

▪ 72 hours / 26 pay period per year = 2.76 
hours per pay period



Vacation Benefits for Exempt (Salaried Staff)

Vacation accrual is prorated for staff working fewer than 37.5 hours per week.

Length of Service Annual Accrual Bi-Weekly Accrual 

37.5 hrs/week

1 year but less than 25 4 weeks (20 days) 5.77 hours 

25 years or more 5 weeks (25 days) 7.21 hours 



How do I calculate my accrual by pay period?

Exempt (Salaried) Staff Examples

• Full Time:

o Scheduled 37.5 hour/week

o 3 years of service = 4 weeks vacation per 

year

Calculation

▪ 37.5 hours x 4 weeks vacation = 150 

hours of vacation time

▪ 150 hours / 26 pay period per year = 
5.77 hours per pay period

• Part Time:

o Scheduled 32 hour/week

o 3 years of service = 4 weeks vacation per 

year

Calculation

▪ 32 hours x 4 weeks vacation = 128 hours 

of vacation time

▪ 128 hours / 26 pay period per year = 
4.92 hours per pay period



Calculating Your Maximum Accrual 

Formula: Annual Vacation Weeks × Scheduled Weekly Hours × Accrual Cap

Example: An employee working 37.5 hours/week with 4 weeks of vacation and a 1.50 × cap:

→ 4 × 37.5 = 150 hours/year

→ 150 × 1.50 = 225 hours maximum accrual until June 30th 2026 

Effective July 1st 2026: 

Example: An employee working 37.5 hours/week with 4 weeks of vacation and a 1.25 × cap:

→ 4 × 37.5 = 150 hours/year

→ 150 × 1.25 = 187.5 hours maximum accrual until June 30th 2027

** Employees should try to get balances below 187.5 hours before July 4, 2026 to ensure no time 

is forfeited.  Notifications are sent to employees with high vacation balances in Workday.



How do I Request an Absence?

• In the Workday Absence app, under Request, click Request Absence

• View balance as of today or click the calendar icon to choose a date in the future, to 

see how your balances will accumulate

• Select time to take off, future or past, by clicking a day or days, or use Select Date 

Range

• Click the # Days – Request Absence button in the lower left

• Choose the Type of absence, click Next.

• Click Edit Quantity per Day.

• In Update All Quantities, enter the number of hours. You can change the number of 

hours per day in the individual Quantity per Day field. Click Done.

• Use (+) button to add additional requests, or if you are done, click Submit. 

Optionally you can add a Comment or upload a file in Attachments or Cancel the 

request.



How do I Check a Pending Absence Request?

• In the Workday Manage 
Absence app, click the 
grayed-out Request Absence.

• Select Process and scroll right 
to see the request status and 
person’s name responsible for 
approving the request. 
Approval will also appear in 
Notifications (bell icon) in the 
upper right of Workday.



How do I cancel an Absence Request?

• Before your manager approves a request, you can cancel it and it will disappear from your manager’s Workday 

Inbox.

• Find the request in the absence calendar. If it is gray, it is not yet approved. Click it open.

• Click Cancel this Request. You can also click Close to close the window without taking any further action.

• Scroll down and enter your Comment (required). Click Submit.



How do I Change an Approved Absence Request?

After your manager approves an absence request, you can still change it.

• In the Manage Absence app, click the absences in highlighted in green.

• Find the request you would like to change in the absence calendar. An approved request 

has a green checkmark. Click to open it.

• You can change the Type and/or the Quantity per Day. To choose a different day, remove 

the entire entry by clicking the (-) button. You can also add a Comment and/or drop a file 

in Attachments, if needed.

• Click Submit.



How do I view my Absence Balance?

1. Log into Workday and Click Menu 



How do I view my Absence Balance? 

2.Once you have clicked Menu shown in the previous slide. Click Manage Absence 



How do I view my Absence Balance?  



QUESTIONS ???
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