
 
 

SUMMERVACATIONPOLICY 
 

1. Objective 

 

Theobjectiveofthispolicyistoprovideclearguidelinesregardingsummervacationentitlements and 

procedures for both teaching and non-teaching staff at MIPER, 

ensuringadequatetimeforrestandrejuvenationwhilemaintainingtheoperationalneedsofthecolleg

e. 

 

2. Scope 

 

Thispolicyappliestoall theteachingandnon-teachingstaffat MIPERCollege. 

 

3. VacationEntitlement 

 

 TeachingStaff:Teachingstaffareentitledtoa 2-weeksummervacation. 

 Non-TeachingStaff:Non-teachingstaffareentitledtoa1-weeksummervacation. 

 

4. ApplicationProcess 

 

 Notification:StaffmustsubmittheirvacationrequesttotheirdepartmentheadandtheColleg

e office at least 4 weeks before the intended start date ofthevacation. 

 Approval: Vacation requests are subject to approval by the department head, 

takingintoconsiderationtheacademicschedule,departmentalneeds,andoperationalrequir

ements.The College office willprovide final confirmation. 

 

5. VacationPay 

 

 TeachingStaff:Teachingstaffwillreceivetheirregularsalaryduringthe2-

weeksummervacation period. 

 Non-TeachingStaff:Non-teachingstaffwillreceivetheir regular salary duringthe 1-

weeksummervacation period. 

 Allemploymentbenefits,suchashealthinsurance,pensioncontributions,andaccrualofseni

ority, will continueduring thevacation period. 

 

6. SchedulingandCoverage 

 

 Teaching Staff: The summer vacation period for teaching staff typically falls 

betweenJune and August. Exact dates may vary each academic year based on the 

collegecalendar.Teachingstaffareexpectedtocompleteallacademicresponsibilities,sucha

sgrading, student advising, and curriculum planning, before the start of their 

summervacation. 



 
 

 Non-Teaching Staff: Non-teaching staff must coordinate with their supervisors 

toensure adequate coverage during their vacation period. Vacation scheduling 

shouldminimizedisruption to collegeoperations. 

 

7. ResponsibilitiesBeforeVacation 

 

 Teaching Staff: Teaching staff must ensure that all course-related activities, 

includinggrading and student feedback, are completed before the vacation starts. Any 

ongoingprojectsordutiesshouldbehandedovertoacolleagueoradequatelyplannedtoensur

econtinuity. 

 Non-TeachingStaff:Non-

teachingstaffmustensurethattheirdutiesandresponsibilitiesaremanagedor 

delegatedappropriatelytocolleaguestomaintainsmoothoperations during their absence. 

 

8. ExceptionsandSpecialCases 

 

 In exceptional cases where academic or operational needs require presence during 

thetypical vacation period, staff may request to reschedule their vacation. Such 

requestsmustbeapproved bythedepartment head andtheCollege office. 

 

9. ReturntoWork 

 

 Staffareexpectedtoreturntotheirregulardutiesimmediatelyfollowingtheirvacationperiod

. Any extensions to the vacation period must be requested and approved inadvance. 

 

10. Non-Discrimination 

 

 MIPER College is committed to ensuring that vacation entitlements are applied 

fairlyand without discrimination based on gender, age, race, religion, or any other 

protectedcharacteristic. 

 

11. ReviewandAmendment 

 

 This policy will be reviewed annually and may be amended as necessary to 

complywithlegal requirements and organizational changes. 

 
This policy document aims to support both teaching and non-teaching staff in balancing 

theirprofessional responsibilities with personal time for rest and rejuvenation during the 

summerperiod,whileensuring thesmooth operation ofMIPER College. 

 

 

PRINCIPAL 


