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I. INTRODUCTION 
 

This document establishes The College of New Jersey’s policy regarding an employee’s 
ability to carry over accrued vacation or energy leave to the subsequent year. 

 
II. DEFINITIONS 

 
N/A 

 
III. POLICY 

 
Vacation Leave Carry Over 
 
Pursuant to negotiated union agreements and New Jersey State Administrative Code, a 
maximum of one full year of vacation credit may be carried over from one calendar year 
to the next. Each January, vacation accruals up to the equivalent of one year’s time are 
automatically carried over and credited to the employee’s leave accrual records. At that 
time, any vacation accruals in excess of the maximum allowable carry over are 
automatically zeroed out.  

 
The College encourages employees to take their earned vacation time. They are 
responsible for regularly reviewing their leave balances and requesting and recording 
leave. Supervisors are expected to work with employees to develop a plan to use vacation 
time at times consistent with operational need in the unit.  
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Under certain exceptional circumstances, the College may allow the carry-over of 
vacation credit that exceeds the equivalent of one year’s time. In such instances, 
supervisors must submit a written justification to their cognizant Vice President 
requesting an exception to the vacation carry over limitations. The cognizant Vice 
President can deny the request (which decision would then be final) or can recommend 
approval of the request in whole or in part to the President, who would then render a 
decision to approve or deny the exception request in whole or in part.  Any excess 
vacation time approved by the President for carryover from one year must be used 
within the first three months of the following calendar year or it will be forfeited.  
 
Energy Leave Carry Over 

 
Typically, energy days may not be carried over from one calendar year to the next. 
However, there are local agreements pertaining to winter Energy Savings Program 
closures, which specifically provide for the carry-over of one energy day in years where 
January 2nd falls on a Friday. If the employee anticipates not being able to use earned 
energy days during the normal assigned dates (e.g., summer Fridays and December 
holidays) due to a compelling business need, the employee and the supervisor should 
discuss scheduling the use of those energy days on alternative dates before the end of 
the calendar year in which the energy days are earned. With the exception noted, the 
college does not permit carryover of energy days from one calendar year to the 
next.  
 
Questions 
 
Any questions should be directed to the Office of Human Resources at extension x2282, 
or hr@tcnj.edu. 
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