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1. Purpose and Scope 

This policy outlines the guidelines for vacation leave carryover for eligible non-union employees. The 
policy leads to fair and consistent implementation while promoting the use of earned vacation leave 
within the specified timeframe to support work-life balance. 
 

2. Applicability 

This policy applies to all non-union employees of the City of Newton who are eligible and granted 
paid vacation leave, excluding employees of the Newton Public Schools.  
 

3. Policy 

a. Vacation Leave Carryover Policy: Non-union employees may carry over up to five (5) days 

(equivalent to one regular work week) of unused vacation leave from one calendar year to 

the next. Any carried-over leave must be used by August 30 of the following year. Vacation 

leave that is not used by this deadline will be forfeited and cannot be reinstated or paid out. 

b. Forfeiture of Vacation Leave: At the close of each calendar year, any unused vacation leave 

above the five-day carryover limit will also be forfeited. Additionally, any carryover leave that 

remains unused after August 30 will be forfeited on August 30.  

c. Exceptions and Communication: In limited circumstances, an exception may be granted if an 

employee is unable to use their leave due to operational needs. To request an exception, the 

Department Head must submit a written request to the Human Resources Department by 

October 1st so that if the request is denied, the employee has time to try to use the vacation 

days. Each request will be reviewed on a case-by-case basis and be subject to final review and 

approval by the Executive Office and the Human Resources Department. Exceptions will not 

be considered if a request is not submitted by the deadline of October 1 and any unused 

vacation time, not subject to the carryover option, will be forfeited at the end of the calendar 

year. It is therefore recommended that Department heads do a regular audit of the use of 

vacation time within their departments and plan accordingly. This policy will be provided to 

all non-union employees at the time of hire and will remain available on the Human 

Resources Department website.  
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