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A9.380 VACATION AND SICK LEAVE SYSTEM 
 
1. Purpose. To promulgate procedures in conformance with 

vacation and sick leave provisions in the appropriate 
collective bargaining agreement or applicable federal 
or state laws.  All leaves will be taken pursuant to 
and consistent with the appropriate collective 
bargaining agreements. 

 
2. Objective. To establish procedures for an on-line 

reporting and accounting system for vacation and sick 
leaves earned and used by eligible University 
personnel.  Other types of leaves such as compensatory 
time, funeral leave, etc. are also tracked by the on-
line leave system. 

 
3. Applicability/Responsibility. 

 
a. This instruction applies to all University 

employees who are eligible to earn vacation and/or 
sick leave credits. 

 
b. The President, Vice Presidents, Chancellors, 

Secretary of the Board of Regents, State Director 
for Career and Technical Education, Deans and 
Directors or their designees are responsible for 
the accounting of vacation and sick leave for 
eligible personnel within their respective area 
via the on-line leave system. 

 
4. Procedure. Leaves taken by University personnel who are 

on the accrual system shall be processed in the 
following manner: 

 
a. Employee: 

 
Employees shall input a request via the on-line 
leave system for all leaves taken or to be taken, 
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including, but not limited to, vacation and sick 
leave.  
 
See user guide for employees and preparers at 
<www.hawaii.edu/ohr/leave> for detailed 
instructions on how to submit a leave request.   
 

b. Exception: 
 

Employees without regular access to a computer, 
may elect to continue applying for leave via the 
UH Form 1 (see attachment A) and submitting the 
form to the respective department for processing.   

 
Upon approval by the program or unit supervisor, 
the UH Form 1 is to be entered into the on-line 
leave system by the administrative/personnel 
officer or their designee. 
 

5. Special Instructions. 
 

a. Personnel Under Research Grants and Contracts. 
 

Employees hired under research grants and 
contracts are subject to Administrative 
Procedure A8.950 Vacation Credit Fund Transfers 
for Extramurally funded Employees. 

 
b. Lump Sum Payment of Accumulated Vacation.   

 
University personnel who are on the accrual 
system are eligible for lump sum payment of 
accumulated vacation.  The administrative/ 
personnel officer shall process the necessary 
documents in accordance with Administrative 
Procedure A9.350 Application for Transfer of 
Vacation and Sick Leave Credit or Payment in 
Lieu of Vacation. 
 

Note:  The on-line leave system can only accommodate leave 
transactions which occur on or after the date of conversion 
from the batch system.  The employee can access the on-line 
leave system by logging onto <www.hawaii.edu/ohr/leave> and 
entering their UH username and password.  Each employee who 
is eligible to earn leave will have a leave record by 
position number. 
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