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Frequently Asked Questions:

1. What is a fiscal year vs an appointment period?

a. The fiscal year is 7/1/xx through 6/30/xx.

b. Your appointment period is the start and end date on your appointment letter.

2. General work schedule questions:

a. What is FTE “full time equivalent”? 

i. It is your percent appointment.  It can be 100% or something less.

b. Can I flex my time?

i. When you start you should work out a weekly work schedule with your supervisor/PI.  For those who are 100% FTE, you should account for 40 work hours per week as well as a 30 minute (minimum) unpaid lunch.  You are expected to work at least 40 hours per week (or more if it takes more to complete your work.)  Time may be flexed within the work week if your supervisor approves in advance.   Time may not be flexed between weeks, only within a week and only with your PI’s/supervisor’s prior approval.

ii. Am I eligible for comp time?  (Can I save hours I work > 40/wk and use them later?)

1. No.  Your position is salaried.  You are expected to work your FTE or more – whatever it takes to complete your work.  If your FTE is less than 100% and you consistently work more hours than your FTE, you should talk to your supervisor/PI to see if it makes sense to increase your FTE.

c. Can I carry over vacation hours?  

i. No, vacation time may not be carried over from fiscal year to fiscal year.

d. Can I carry sick leave over from fiscal year to fiscal year?


 i.  Sick leave may not be carried over from fiscal year to fiscal year and is not 


paid out upon termination.
e. How do I fill out the leave form?

i. A couple of examples are included with this FAQ.

ii. Please contact Zoe Blair in Room 202 or any of the HR representatives if you need help completing the form.

f. Can I use vacation at the end of my appointment to extend my end date or take it up to the end of my end date?
i. No, unused vacation time is lost after your last day of work.

