
Managing Upcoming 
Vacation Benefits Changes
An Interactive Online Information Session 
for Supervisors



Today’s 
Objectives

01 Understand the upcoming 
vacation changes

02 Learn how the transition year 
will work

03 Understand your role as a 
supervisor

04 Discuss strategies for 
balancing leave requests with 
business needs

05 Questions



Overview of Changes

Effective July 1, 2026
● Nonexempt vacation accrual rates for years 09 are increasing

● Vacation payouts are limited to a maximum of 12 days

Effective July 1, 2027 ● Vacation carryover into a new fiscal year is limited to 12 days

Whatʼs NOT changing?

● Vacation accrual rates for exempt staff and nonexempt staff 
years 10

● Vacation can still be carried over year to year
○ Into July 1, 2026: up to what was accrued in the last year

● Vacation will still be paid out for separation of employment
● Holidays remain 12 per year (combination scheduled/floating)



Why Are We Making These Changes?

● Thoughtful decisions are needed to balance priorities, resources, and 
long-term sustainability. These changes are only one piece of a multi-faceted 
strategy of resource management that spans the range of everything Lehigh 
does.

● These efforts allow Lehigh to maintain financial strength and stability.

● Through this approach, we have been able to avoid more significant impacts 
while continuing to provide competitive benefits for our employees and an 
outstanding student experience.



Narrowing the Vacation Benefits Gap
Non-exempt Staff

Historically, exempt and 
nonexempt staff members have 
not earned vacation at the same 
rate. To increase equity among 
staff groups, we will narrow this 
gap by increasing nonexempt 
vacation benefits in years 0 to 9, 
effective July 1, 2026.

Effective July 1, 2026

Years of Service Annual Accrual Increase from 
Prior

04 14 days 4 days

59 16 days 1 day

1014 20 days n/a

15 25 days n/a



Vacation Carryover Change & Transition Year
Effective July 1, 2026 Transition Year Ends June 30, 2027

Currently, staff may carry over what is actually accrued in the fiscal year 
July 1 through June 30. Staff may still carry over one fiscal yearʼs 
worth of accrued, unused time into July 1, 2026.

Staff have until June 30, 2027 to spend down their excess vacation time 
above 12 days. 

Starting July 1, 2027, the carryover for all staff will be limited to a 
maximum of 12 days.



Vacation Payout Change
Effective July 1, 2026

Currently, staff may receive a vacation payout up to what is actually 
accrued in the 12 months leading up to their separation date. 

Starting July 1, 2026, the maximum vacation payout will be limited to 12 
days.

Staff members, including prospective retirees, need to actively work 
during their last two weeks of employment. Vacation should not be 
approved and taken within the last two weeks of employment.



Review Team Leave 
Balances

These resources will be sent out the week of June 29.

All staff have access to a new 
GEM to help project vacation 
balances and strategize ways 
to spend down vacation.

The GEM can also be utilized to 
assist you as a supervisor to 
balance team requests.

Early Planning and Blackout 
Periods

Vacation Planning Gem

Tools for Supervisors

Supervisors can view their 
direct reportsʼ leave balances 
within Banner Self Service.

Monitor those with larger 
balances and begin having 
discussions with them now.

Vacation requests may be denied 
based on business needs.

Encourage your team to start their 
vacation planning now so you are 
not caught with multiple requests 
in the last quarter of the fiscal 
year.

Blackout periods can be 
implemented during busy times.



Accessing Direct Reportsʼ Leave Balances
● Access via Banner Self Service

● On Employee Dashboard, select “My 
Teamˮ

● Each direct report* will have a link to 
“Leave Balancesˮ

● A new window opens that shows vacation, 
floating holiday and sick leave balances

If you supervise a staff member with direct reports, 
you will also be able to view each staff memberʼs 
leave balances in the reporting hierarchy.



Determining Vacation Balances
Banner Self-Service:  
employeessb-prod.ec.lehigh.edu/EmployeeSelfService

Maximum carryover (hours)*:
● Nonexempt 37.5 90
● Nonexempt 40) and Exempt: 96
*if less than 100% FTE, prorate carryover accordingly

Beginning balance: hours carried over from prior fiscal year 
plus the current fiscal yearʼs first accrual

Earned: accrued hours to date in the current fiscal year, does 
not include the first accrual of the fiscal year

Taken: current fiscal year usage, one pay period lag

http://employeessb-prod.ec.lehigh.edu/EmployeeSelfService


Vacation Day Calculator Gem 
● Access via HRʼs website (under “Benefits 

and Rewards) 

● Use the Gem to plan your own vacation 
days and your teamʼs. 

● To start, tell the Gem your goal (i.e. “I want 
to plan my 4 direct reportsʼ vacation in 
FY27.ˮ )

● It will prompt you to input their vacation 
bank, accrual rate, and already planned 
time off.  

● The Gem will calculate how many days 
you or they need to spend by July 1, 2027 
to avoid losing leave and will help you 
strategize how to schedule days 
throughout the year. 

https://gemini.google.com/gem/1K0Du5smQ7K7FiatXGJXWhVjFKGYWiSAr?usp=sharing
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Strike an Appropriate 
Balance

Plan early, communicate often, and work collaboratively!

Supervisors have authority to:

● Approve/deny requests 
based on business needs

● Limit number of staff off at 
one time

● Require advance notice for 
vacation requests

● Work with staff to identify 
alternative dates

Practical TipsManage Scheduling

Strategies for Balancing Leave and Operations

Make a reasonable effort to 
support staff in using their 
earned vacation time, but 
balance scheduling with 
departmental operational needs, 
staffing requirements, and 
service expectations.

Strive for consistency and 
equity. Consider requests from 
all team members using 
consistent criteria.

● Encourage staff to schedule one 
week of vacation per quarter.

● Encourage long weekends.
● Discuss coverage plans early.
● Take advantage of opportunities 

to cross-train.
● Use team calendars to increase 

visibility of scheduled absences.
● Address scheduling conflicts 

ASAP.
● Consider setting a deadline for 

initial vacation plans in advance.



For staff with high vacation balances:
“I noticed you have a significant amount of vacation 
time available. With the upcoming carryover changes, 
letʼs look at a plan for the year so you have 
opportunities to use your time before the end of the 
fiscal year.ˮ

If operational needs prevent approval:
“I understand youʼd like to take time off during this 
period. Because several team members already 
received approval to be off during that time and we 
need coverage, these dates wonʼt work. Letʼs look at 
alternative options that will allow you to use your 
vacation.ˮ

To encourage advance planning:
“Given your current balance, I recommend scheduling 
some vacation now for later in the year. Planning 
ahead will give us more flexibility and improve the 
likelihood that your preferred dates can be 
accommodated.ˮ

Conversation 
Prompts



Human Resources
inhro@lehigh.edu or 6107583900

Questions?

mailto:inhro@lehigh.edu

