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HUMAN RESOURCES POLICIES & PROCEDURES/ LEAVE

Policy Guidelines on Annual Leave
(Effective 1 July 2022)

A staff member should make an online application for annual leave. All applications for
leave should be endorsed by the Head of Department/Academy/immediate Supervisor
(“Supervisor”) and approved by Faculty/School Dean/Head of Office concerned. In all
cases, due consideration should be given to the staffing requirements of the
Department/Academy/Office which will take precedence over other considerations.

Applications for annual leave should be made well in advance, with a reasonable length of
notice period as advised by the Supervisor. Non-teaching staff should take his/her annual
leave during the period of lower administrative activities. In the case of teaching staff,
annual leave shall cover the period of lower teaching activities in the summer months.
Applications for annual leave whilst classes are in session will not be approved unless there
are strong compassionate grounds for doing so, subject to the approval of the Faculty/School
Dean.

In view of the special needs of each Faculty/School/Department/Academy/Office (“Unit”),
staff may be required to take their annual leave during some designated leave periods as
assigned by the Unit. However, the Unit concerned should inform the staff well in advance,
normally not less than two calendar weeks prior to the leave arrangement.

Staff who wish to go abroad during leave are advised to inform the Supervisor before
departure from Hong Kong, and provide a means for emergency contact.

Staff are encouraged to take leave on an annual basis to get rest from work, and to avoid
excessive accumulation of leave.

The provision of annual leave to each staff member should be made in accordance with the
relevant clause on "Leave" as specified in the Letter of Appointment/Terms of Service.

6.1 For staff appointed under the New Pay and Reward Structure with the leave
provisions of 14 working days per vear, 18 working days per vear and 22 working

days per year:

(a) half of the annual leave provision upon the anniversary of appointment may be
carried forward to the following 3-month period, and up to a maximum period of 6
months subject to exceptional approval from the following respective authorities:



(b)

(c)

6.2 For

Staff grades Approving authority

Academic/teaching staff and
Non-teaching staff at managerial/senior | Respective Vice-President or above
professional grades

Non-teaching staff at
executive/professional or general
grades

Respective Faculty/School
Dean/Head of Office

One additional working day of annual leave can be earned per year upon the
anniversary of starting service up to a total of four additional working days for those
who have completed 10 years of continuous service; the period of no pay leave, if
any, will be excluded from the counting of staff’s service years;

On resignation or retirement, payment of outstanding accumulated annual leave up
to the following limits will be provided to staff, subject to approval by respective
Vice-President or above:

Maximum payment of
Staff grades outstanding accumulated | Approving authority
annual leave

Academic/teaching staff and
Non-teaching staff at not more than one
managerial/senior calendar month

professional grades Respective Vice-

President or above

Non-teaching staff at
executive/professional or
general grades

not more than two
calendar weeks

staff whose annual leave is calculated on the basis of calendar days and

accumulated at the rate of one day for every seven days of service:

(a)

(b)

Annual leave is subject to a maximum accumulation of 91 calendar days;

Since the earned annual leave is calculated on the basis of calendar days, leave
cannot normally be approved for a period of less than seven days. Under
exceptional circumstances, however and subject to the approval of the Dean/Head
of Faculty/School/Office, staff may request for annual leave of shorter than seven
days and such leave taken in working days will be converted back to calendar days
by applying the following formula:

Leave taken in working days +~ 5.25 x 7 = Leave taken in calendar days*

*Any fraction of a day will be rounded up to the nearest 0.5 or 1.0



6.3

6.4

(c) Periods of leave could not be taken by a combination of casual leave and annual
leave;

(d) Any Saturdays/Sundays, Public/Statutory Holidays falling within and immediately
after the annual leave period will be included as annual leave, unless colleagues who
are required to report duty on those days;

(e) A staff member will not be eligible for the specified period of annual leave or
payment in lieu if he/she resigns before having completed two semesters of work
(for academic staff). The leave provisions under these circumstances will be made
in accordance with the Employment Ordinance.

(f) On resignation or retirement, payment of outstanding accumulated annual leave up
to the following limits will be provided to staff, subject to approval by respective
Vice-President or above:

Maximum payment of Approvin
Staff grades outstanding accumulated pproving
authority
annual leave
Academic/Lecturer/Instructor
. not more than one calendar
staff appointed on or after 1 month
January 2002 Respective Vice-
Academic/Lecturer/Instructor President or
staff and Managerial/Senior | not more than 91 calendar above
Professional staff appointed | days
before 1 January 2002

For staff appointed before 1 July 2001 and with the leave provisions of 21/30
working days per vear and 14/21 working days per vear:

(a) Earned annual leave from the previous leave year (1 September to 31 August) cannot
be carried forward to the next leave year;

(b) On resignation or retirement, payment of outstanding accumulated annual leave up
to a maximum of two times of annual entitlement, will be provided to staff subject
to approval by respective Vice-President or above.

For staff appointed on or after 1 July 2001 and until 31 December 2004 and with
the leave provisions of 14/18 working days per vear, 18/22 working days per vear
and 22/26 working days per vear:

(a) Annual leave is subject to a maximum accumulation of two times of annual
entitlement;

(b) On resignation or retirement, payment of outstanding accumulated annual leave up
to a maximum of two times of annual entitlement, will be provided to staff subject
to approval by respective Vice-President or above.



6.5

For part-time/fractional time staff who work for 18 hours or more per week and for

a continuous period of 4 weeks:

(a) Annual leave will be provided at the rate of one working day per month of service;

(b) For the purpose of taking leave, one working day when defined in terms of hours
would be the average daily working hours in a week.

For staff whose annual leave is calculated on the basis of working days for each year of
service from the date of assumption of duty (referring to the staff mentioned in par. 6.1, 6.3
and 6.4):

ii.

iii.

1v.

Vi.

‘A year of service’ is equivalent to 365 days regardless of the leap year;

For any period of service less than one year (but with a minimum of three months),
annual leave entitlement is calculated on a pro-rata basis.  For the purpose of this clause,
‘service’ shall exclude no pay leave and extended period of leave such as sabbatical
leave;

The unit for leave taken is usually on a half-day or a whole day basis during weekdays;

Non-teaching staff please refer to the Policy Guidelines on Implementing A “Five-Day
Work Week” for the annual leave on Saturdays.

For staff on Workman and Artisan staff grades, any Saturday falling within the annual
leave period will be counted as 0.5 day;

At the time of departure in resignation cases, annual leave balance in working days will
be converted to calendar days for the purpose of calculating the pay end date, by
applying the following formula:

For all staff (with the exception of staff on Workman and Artisan staff grades) whose
annual leave is calculated on the basis of working days:

Leave balance in working days +~ 5.25 x 7 = Leave balance in calendar days*

For staff on Workman and Artisan staff grades:

Leave balance in working days +~ 5.5 x 7 = Leave balance in calendar days*

*Any fraction of a day will be rounded up to the nearest 0.5 or 1.0.

For staff on fixed-term employment, earned annual leave should be taken within the contract
period. There will not be any payment in lieu of leave not yet taken upon completion of
contract.

For any leave taken in advance but have not been earned at the time of departure, staff should
repay the salary paid to him/her in respect of the period of excess leave.
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9.1 For this purpose, the number of working days of annual leave taken in advance
should be converted back to calendar days by applyving the following formula:

For all staff (with the exception of staff on Workman and Artisan staff grades) whose
annual leave is calculated on the basis of working days:

Annual leave in working days +~ 5.25 x 7 = Annual leave in calendar days*
For staff on Workman and Artisan staff grades:

Annual leave in working days + 5.5 x 7 = Annual leave in calendar days*
*Any fraction of a day will be rounded up to the nearest 0.5 or 1.0

10. The University may revise and amend these rules from time to time in the light of operational
experience.

Human Resources Office
July 2022
(Formerly P102/L3, 2/09, Revised 7/22)
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