
it has been announced by the Project Director that ne has received an adminis-
trative notice which provides that all employees who work their regularly assigned 
hours and who perform assigned tasks satisfactorily are entitled, under certain con-
dittoes, to take time away from their job without_ loss of employment. Such time 
absent from the job is referred to as employment leave.' The Project Director has 
determined that these regulations are to be placed into effect as of April 1, 1944. 

The content of these regulations are outlined below, and every worker or pros-
pective worker should familiarize himself with them and be aware of his rights and 
responsibilities under these regulations. 

All regularly assigned full-time workers (any worker who is regularly assigned 
to work 44 hours per week) and any part-time worker (any worker who is regularly 
assigned to work less than 44 hours per week) are entitled to vacation leave at the 
rate of one work day for each calendar month, or twelve work days per calendar year. 
Workers assigned between the first and fifteenth of the month shall be credited with 
one day of vacation leave for the calendar month in which assigned. Workers assign-
ed between the sixteenth and the last day of the month shall be credited 'with one-
half day vacation leave for the calendar month in which assigned. Workers separated 
between the first and the fifteenth of the month shall be credited with one-half day 
vacation leave for the calendar- month in which they were separated, and those sepa-
rated-between the sixteenth and the last day of the month shall be credited with one 
day vacation leave for the calendar month in which they were separated. 	 

All intermittent or emergency workers (any worker not regularly assigned to 
work a specified number of hours a week end: whose assignment is for one month or 
less) are not entitled vacation leave. Workers assigned to an apprentice class 
for the purpose of learning a skill or occupation and :paid $12 a month are not en-
titled to vacation leave. However, if they are. regularly assigned to jobs, either 
full-time or part-time, immediately following completion of training, such time as 
was spent in training shall credited toward vacation leave. 

Workers must be in continuous service for one month from the date assignment 
before becoming eligible to' take vacation leave. An unauthorized leave (a period of 
time in which the worker is absent from the job without reason of illness and with-
out having been excused by his Section Head) during the first month of employment, 
constitutes a break in service and vacation leave credited for the calendar month 
in which assigned shall be forfeited. For the purpose of earning vacation leave, a 
new period of service 'begins when the worker returns to duty. Sick leave or leave 
without pay (a period of time officially granted a worker who absents himself from 
the job without pay) during the first month's employment does not constitute a 
break in service., Workers'may accumulate vacation leave- not to exceed. twelve work-
ing days.  Unused leave in excess of twelve  days  shall be forfeited. 

Leave without pay up to and including twelve working days shall not affect the 
accumulation of vacation leave. When leave without pay extends beyond twelve work-
ing days, vacation leave shall not be earned during the excess absence from the 
thirteenth working day. Upon return to duty, a worker must work one calendar month 
before earning or becoming eligible to take vacation leave. 

Sick leave within the fifteen days allowed shall not affect the accumulation, 
of vacation leave. if the worker all the vacation leave to which he is 
entitled, he may elect to charge additional absence due to illness to vacation leave 
Persons receiving extended illness compensation shall, not be entitled to earn vaca-
tion leave. 

 
Vacation leave shall be credited at the beginning of each calendar month. 

Workers may take vacation leave previously earned and that credited for the current 
month and may not take anticipated. vacation leave. Workers may be granted vacation 
leaVe at their -request, subject to the approval of the Section Head. Workers may 
not take vacation leave in units of less than one hour. When a full-time worker has 



taken vacatien leave in multiples of one hour to a total of eight hours, he has used 
one day of vacation leave. When a part-time worker has taken vacation leave in 
multiples of one hour to the total of the number of hours he is assigned to work each 
day, he has used one day of vacation leave. 

Workers resigning from U job and remaining in the center are entitled to all 
earned vacation leave, and his date ef separation shall be extended to cover the 
vacation leave. Workers involuntarily separated from a job because reduction in 
force or termination of the job shall be entitled to all earned vacation leave. 
Workers assigned to jobs on a trial basis and separated because of inability to per-
form the work are untitled to all earned vacation leave. 

'When a worker is discharged from a job by WRA for any of the following reasons, 
unauthorized absence from work, habitual tardiness and leaving the job before quit-
ting time, slackness and inefficiency on the job, willful or careless misuse ef 
equipment, or other misconduct, earned vacation leave may be allowed if approved by 
the Project Director.• 

Both full and part-time regular workers are entitled to fifteen days sick leave 
a work year, Apprentices and emergency or intermittent workers are not entitled to 
sick leaves Upon application sick leave shall be granted for illness including 
pregnancy and confinement, of illness of an immediate member of the family 
which requires the presence of the worker in the home. Application for sick leave must be 
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