Academic Winter Recess, 6.21

THE OHIO STATE . . .
UNIVERSITY University Policy

Applies to: Faculty and staff, excluding Health System, College of Medicine, Comprehensive Cancer Center,
and Office of Health Sciences employees
(Staff who are members of a bargaining unit and are covered by a collective bargaining agreement are included in this

policy. However, when this policy conflicts with specific terms in the applicable collective bargaining agreement, the
language in the collective bargaining agreement will prevail.)

Responsible Office Office of Human Resources

POLICY
Issued: 08/18/2026

Each year, the university provides an academic winter recess for eligible employees to take a designated number of paid
days off during a period when classes are not scheduled and campus operations are reduced. Eligible employees who are
required to work during an academic winter recess are provided an equivalent amount of academic winter recess time off
for future use.

Purpose of the Policy
To establish the eligibility, administration, and usage requirements for the academic winter recess.

Definitions

Term Definition

Academic winter recess | A specific number of days between December 26 and December 31, designated by the university each
year, when the university reduces campus operations. The academic winter recess does not apply to the
Health System, College of Medicine, Comprehensive Cancer Center, and Office of Health Sciences.

Critical research Research that cannot be paused without causing significant risk of harm to human subjects, loss of
irreplaceable data or materials, harm to living research organisms, damage to essential equipment,
violation of regulatory or ethical obligations, or disruption of time-sensitive experiments.

Critical services Essential services designated by the university that cannot be suspended during academic winter recess.
These services include:

e Safety and security
e Meal preparation and dining services

e Maintenance, custodial, and other services for buildings and residence halls, including
emergency maintenance and snow and ice removal

Utilities to university buildings and properties
Health clinics and operations

Law enforcement and public safety
Transportation

Animal care

Critical research as defined above

Child care for enrolled children of employees providing critical services during academic winter
recess.

Full-time equivalency The percentage of full-time (40 hours per work week) hours worked during the period covered by a given
(FTE) position (for example, 10% full-time equivalency [FTE] equals four hours of work per work week).

Health System University Hospital, East Hospital, Brain and Spine Hospital, Richard M. Ross Heart Hospital, Harding
Hospital, Dodd Rehabilitation Hospital, Ambulatory Clinics and Services, and Arthur G. James Cancer
Hospital and Richard J. Solove Research Institute and Outreach Sites.

Operationally necessary | Services designated by the unit that cannot be paused without disrupting critical business cycles,
services academic processes, or public-facing functions during academic winter recess. Examples include:

e  Urgent application processing
e  Time-sensitive financial transactions
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Term Definition

e Ongoing facility maintenance
e  Athletic and event commitments
e |T help desk support
e HR Connection service
Unit College or administrative unit, excluding all Health System units, the College of Medicine, Comprehensive
Cancer Center, and Office of Health Sciences.

Policy Details
I. Implementation

A. The university will designate academic winter recess days between December 26 and December 31 of each
academic year.

B. Employees who are eligible for the academic winter recess will receive academic winter recess hours based
on their full-time equivalency (FTE) status multiplied by the number of academic winter recess days
designated by the university for that year. For example, if the university designates four days as academic
winter recess time, an employee at 100% FTE would receive 32 hours of academic winter recess, while a
part-time employee at 50% FTE would receive 16 hours of academic winter recess.

1. These paid time off hours may only be used during the academic winter recess period unless the eligible
employee is required to work during the recess because they support critical services or operationally
necessary services. In such cases, the eligible employee may use their academic winter recess time off
prior to the next academic winter recess.

2. At no time will employees accrue more than eight hours of academic winter recess time off per business
day, regardless of schedule.

C. For purposes of this policy, critical services and operationally necessary services are not the same as the
disaster designations (essential, alternate, or standby) identified in the Weather or Other Short Term Closing
and Disaster Preparedness and University State of Emergency policies.

I. Eligibility
A. Eligible employees include:
1. Employees in regular, seasonal, temporary, and term positions; and
2. Seasonal employees in an active position when academic winter recess occurs.

B. The following eligible employees who are required to work during the academic winter recess will receive the
number of academic winter recess time-off hours (based on FTE) added to their Workday balance for use
prior to the next academic winter recess.

1. Employees in a critical service or providing an operationally necessary service.
2. Employees who report to a college or campus unit assigned to Wexner Medical Center locations.

C. Ineligible employees include:

1. Health System, College of Medicine, and Office of Health Sciences employees unless they meet the
criteria in I1.D. below;

2. Employees using unpaid time off immediately preceding and continuously through the academic winter
recess period;

3. Intermittent and student employees (students paid hourly and graduate associates) (see Staff Employment
4.20 policy and the Student Employment 10.10 policy for position definitions); and

4. Nine-month faculty.
a. Academic Winter Recess is a scheduled break, and nine-month faculty will continue to be paid

normally during an academic winter recess based on their appointment.

The Ohio State University — University Policies policies.osu.edu Page 2 of 6


https://hr.osu.edu/wp-content/uploads/policy615.pdf
https://hr.osu.edu/wp-content/uploads/policy617.pdf
https://hr.osu.edu/wp-content/uploads/policy420.pdf
https://hr.osu.edu/wp-content/uploads/policy420.pdf
https://hr.osu.edu/wp-content/uploads/policy1010.pdf

Academic Winter Recess, 6.21

THE OHIO STATE

UNIVERSITY University Policy

Applies to: Faculty and staff, excluding Health System, College of Medicine, Comprehensive Cancer Center,
and Office of Health Sciences employees

b. Nine-month faculty who apply for off-duty pay and are approved, in accordance with Faculty Rule
3335-5-07, will receive off-duty pay. The rule states, “Breaks within a given semester, summer term
or session, as well as any days between the end of the exam period and the beginning of the next
semester or session, will be considered off-duty days.”

D. Employees who have multiple positions with one or more position(s) eligible for the recess (based on
employing unit designation) will have the eligible positions combined to determine the number of academic
winter recess hours awarded.

II. Use

A. Academic winter recess time off may be used in increments of one-tenth of an hour.

B. Ifan employee’s regular day off coincides with a designated academic winter recess day, they do not need to
use academic winter recess time off and may save the academic winter recess time off for future use.

C. Employees on a continuous paid leave of absence or preapproved paid time off (such as sick or vacation time)
will not be charged for that time during the academic winter recess. Instead, academic winter recess hours will
be applied to cover the period originally approved as paid leave or time off.

D. Unused academic winter recess time off balance(s) will carry over in a transfer to a new job if there is no
break in service and if the new position is also eligible for academic winter recess time off.

E. Unused academic winter recess time off balance(s) do not carry over and is forfeited if the employee transfers
to a new job that is ineligible for academic winter recess time off.

F. Unused academic winter recess time off balance(s) do not carry over and is forfeited once the new academic
winter recess period is issued.

G. If an employee’s employment terminates prior to using the employee’s academic winter recess time off bank,
they forfeit this time and it is not paid out.

IV. Compensation

A. Employees eligible for the academic winter recess will receive their regular pay during an academic winter
recess for the days typically scheduled and will not be required to use paid time off for the academic winter
recess days.

B. Eligible employees who are required to work during academic winter recess will receive their regular pay.
1. Paid time off hours for the recess will appear in an academic winter recess time off balance in Workday.
2. The hours will only appear on payslips when they are used.

C. Academic winter recess time off hours do not contribute to the calculation of overtime.

V. Timekeeping

A. Academic winter recess time off pay for eligible full-time employees is equal to an employee's (FTE)
multiplied by eight hours.

B. Academic winter recess time off pay for employees whose work schedule is less than 40 hours per week will
be the employee's FTE multiplied by eight hours.

C. At the discretion of a unit, employees may have their schedules adjusted during a week when the academic
winter recess period occurs.

D. Family and Medical Leave (FML) balances will not be reduced during the academic winter recess for
employees on approved continuous FML, provided the employee would not have otherwise been scheduled to
work during that period.
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PROCEDURE

Issued: 08/18/2026

I. Annual Academic Winter Recess Dates
A. Employee and Labor Relations in conjunction with university leadership will determine the academic winter
recess dates each year as captured in the Office of Human Resources Academic Winter Recess Calendar
Academic Winter Recess Calendar.

II. The academic winter recess may be paused as a onetime occurrence in the event of a significant operational
emergency. Any such decision will be made collaboratively by the president and members of the President’s
Cabinet.

III. Implementation Responsibilities
A. Units

L.

Units must prepare staffing plans for critical services and operationally necessary services. The plan must
include:
a. All departments within the unit
b. The reason for required staffing (why the work cannot pause during the recess)
c. The coverage and staffing approach, which may include:
i. Reduced staffing: minimal staff working

ii. Rotating schedule: shared shifts across team members

iii. On-call coverage: staff available as needed for emergencies

iv. Assigned coverage

v. Unit emergency contact information
Deans and unit vice presidents or their designee(s) must review and approve staffing plans for necessary
services that will continue during the recess, as they deem appropriate.
Managers will provide information to employees who will be required to work during the academic
winter recess. Managers should communicate responsibilities and schedules to these employees as soon as
the information is available.

B. Managers

1.

2.
3.

Identify services and roles required to perform operationally necessary work during the recess period,

especially if those services and roles are not included in the above definition of critical services.

Determine minimum staffing levels to maintain continuity.

Coordinate with unit leadership and Human Resources Business Partners (HRBPs) to communicate the

academic winter recess schedule and planned coverage. Managers should notify employees required to

work during the academic winter recess as soon as possible to ensure adequate preparation and

transparency.

When critical services are involved, adhere to the unit’s established scheduling protocols and

communicate the operational plans to employees in a transparent and timely manner.

Manage and ensure accuracy of timekeeping by employees as follows:

a. For employees required to work during the academic winter recess, evaluate their paid time off
requests that overlap with the academic winter recess.

b. Prior to approving timekeeping, ensure that employees required to work during the academic winter
recess have entered their time accurately to reflect regular pay.

c. Ensure timekeeping of all employees is approved and accurate for payroll processing.

Ensure that employees required to work during an academic winter recess are able to use their academic

winter recess time off prior to the next academic winter recess.
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C. HRBPs

1. Advise unit leaders about the policy and its proper implementation.

2. Review staffing plans to ensure that they comply with this policy and meet operational standards.

3. Monitor policy implementation to promote consistent application and ensure that employees required to
work during an academic winter recess are able to use their academic winter recess time off prior to the
next academic winter recess.

D. Employee and Labor Relations
1. Interprets the policy and advises units to ensure consistent and proper implementation.

E. Employees

1. Ifeligible for academic winter recess as a designated number of paid days off during the established
period, ensure that paid time off requests do not overlap with the academic winter recess dates. Any
existing requests for these dates must be removed in Workday.

2. Review academic winter recess time in Workday to ensure the hours accurately reflect scheduled work
hours and hours worked.

Responsibilities
Position or Office

Responsibilities

Deans and unit vice
presidents or their
designees

Review and approve staffing plans for necessary services that will continue during the recess, as they
deem appropriate

Employees

Review academic winter recess time in Workday to ensure hours accurately reflect scheduled work hours
and hours worked.

Employee and Labor
Relations

1. Determine the academic winter recess dates each year in conjunction with university leadership.
2. Interpret the policy and advise units to ensure consistent and proper implementation.

Human Resources
Business Partners
(HRBPs)

1. Coordinate with unit leadership and managers to communicate academic winter recess schedule and
planned coverage.

2. Advise unit leaders about the policy and its proper implementation.

3. Review staffing plans to ensure that they comply with this policy and meet operational standards.

4. Monitor policy implementation to promote consistent application and ensure that employees required to
work during an academic winter recess are able to use their academic winter recess time off prior to the
next academic winter recess.

Managers 1. Provide information to employees who will be required to work during the academic winter recess.
2. ldentify services and roles required to perform operationally necessary work during the recess period.
3. Determine minimum staffing levels to maintain continuity.
4. Coordinate with unit leadership and HRBPs to communicate the academic winter recess schedule and
planned coverage.
5. Notify employees required to work during the academic winter recess as soon as possible to ensure
adequate preparation and transparency.
6. Adhere to unit’s established scheduling protocols and communicate operational plans to employees in
critical services in a transparent and timely manner.
7.Manage and ensure accuracy of timekeeping by employees as set forth in the policy.
8. Ensure that employees required to work during an academic winter recess are able to use their
academic winter recess time off prior to the next academic winter recess.
Unit 1. Designate operationally necessary services.
2. Prepare staffing plans for critical services and operationally necessary services as set forth in the
policy.
University 1. Designate academic winter recess days between December 26 and December 31 of each academic

year.

2. Designate critical services.
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Resources

University Policies, policies.osu.edu
Paid Time Off 6.27, hr.osu.edu/wp-content/uploads/policy627.pdf
Staff Employment 4.20, hr.osu.edu/wp-content/uploads/policy420.pdf
Student Employment 10.10, hr.osu.edu/wp-content/uploads/policy1010.pdf

Additional Guidance
Academic Winter Recess Webpage, hr.osu.edu/policies/academic-winter-recess
Faculty Rule 3335-5-07, trustees.osu.edu/bylaws-and-rules/3335-5
Office of Human Resources Academic Winter Recess Calendar 2026-2035, go.osu.edu/awr-calendar
Office of Human Resources Holiday Calendar 2024-2035, hr.osu.edu/wp-content/uploads/policy620-future-holiday-
calendars.pdf

Contacts
Subject Office Telephone E-mail/URL
Payroll questions HR Connection 614-247-myHR (6947) HRConnection@osu.edu
Policy questions HR Connection 614-247-myHR (6947) HRConnection@osu.edu
History
Issued: 08/18/2026
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