
                 PHILADELPHIA POLICE DEPARTMENT        DIRECTIVE 11.2 
 
 
 

 
SUBJECT:    VACATION 
______________________________________________________________________________ 
 
1. POLICY 
 
 A. All police personnel will accrue and use vacation leave in accordance with the Civil  
  Service Regulations and this directive. 
 
 B. Commanding Officers will designate a District/Unit “Vacation Coordinator” to  
  maintain effective control over the vacation selection process and to ensure sufficient  
  personnel are available to fulfill the district/unit's responsibilities. 
 
  1. Vacation Coordinators will schedule non-supervisory vacations on a district/unit- 
   wide basis, in addition to a platoon basis, due to squads from One (1) and Two (2)  
   Platoons working the same shifts. 
 
  2. Vacation Coordinators assigned to patrol districts will schedule supervisors'  
   vacations in such a manner as to ensure coverage between their paired districts. 
 
 C. Once an employee's vacation period has been determined and approved, it will remain  
  the same regardless of any change of assignment. 
 
 D. The summer vacation schedule will comprise the work period next following May 15th  
  up to and including the work period ending September 30th. 
 
 E. Although personnel are always encouraged to choose a vacation outside the summer  
  vacation schedule, no one entitled to a vacation will be refused during the designated  
  summer vacation schedule. 
 
 F. Commanding Officers will be held strictly accountable for the personnel requirements  
  of their respective commands. 
 
 G. Supervisory personnel will ensure that their completed district/unit's vacation schedule  
  is transmitted to the Court Liaison Unit.  This will be done in accordance with  
  Computer Training Bulletin (91-1), "Court Attendance Notification System" on the  
  date specified by a general computer message. 
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*4  H. Commanders will ensure that subordinate supervisory personnel enter and track all  

  appropriate court excuses by utilizing both the KTS1 and the KTNQ systems.  Refer  
  to Computer Training Bulletin SR 11-1 and 11-2. 
______________________________________________________________________________ 
 
2. VACATION ACCRUAL 
 
 A. The following vacation accruals will apply to all sworn personnel: 
 
  1. Officers with five (5) full years or less of continuous service will be entitled to ten  
   (10) vacation days per year, earning these days at a rate of five-sixths (5/6) vacation  
   day for each calendar month of service (6 2/3 hours per month). 
 
  2. Officers with more than five (5) full years of continuous service, but less than nine  
   (9) full years of continuous service will be entitled to twelve (12) vacation days per  
   year, earning these days at a rate of one (1) vacation day for each calendar month of  
   service (8 hours per month). 
 
  3. Officers with nine (9) full years of continuous service, but less than fourteen (14)  
   full years of continuous service will be entitled to seventeen (17) vacation days per  
   year, earning these at a rate of one and five-twelfths (1 5/12) vacation days for each  
   calendar month of service (11 1/3 hours per month). 
 
  4. Officers with fourteen (14) or more full years of continuous service will be entitled  
   to twenty-two (22) vacation days per year, earning these at a rate of one and five- 
   sixths (1 5/6) vacation days for each calendar month of service (14 2/3 hours per  
   month) 
 
 B. The following vacation accruals will apply to all full time civilian employees: 
 
  1. Civilian employees with five (5) full years or less of continuous service will accrue  
   vacation leave at the rate of five-sixths (5/6) day per month, ten (10) days or eighty  
   (80) hours each year.  (6 2/3 hours per month) 
 
  2. Civilian employees with more than five (5) but less than ten (10) full years of  
   continuous service will accrue vacation leave at the rate of one and one-fourth (1  
   1/4) days per month, fifteen (15) days or one hundred twenty (120) hours each  
   year.  (10 hours per month) 
 
  3. District Council 33 employees with more than ten (10) but less than twenty (20)  
   full years of continuous service, and District Council 47 and Civil Service Non- 
   represented employees with more than ten (10) but less than sixteen (16) years, will  
   accrue vacation leave at the rate of one and two-thirds (1 2/3) days per month,  
   twenty (20) days or one hundred sixty (160) hours each year (13 1/3 hours per  
   month). 
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  4. District Council 33 employees with more than twenty (20) full years of continuous  
   service will accrue vacation leave at the rate of two and one-twelfth (2 1/12) days  
   per month, twenty-five (25) days or two hundred (200) hours each year (16 2/3  
   hours per month). 
 
  5. District Council 47 and Civil Service Non-represented employees with more than  
   sixteen (16) years of service will earn vacation at the following rates: 
 
   a. After 16 years will accrue vacation leave at a rate of one and three-fourth (1  
    3/4) days per month, 21 days or 168 hours each year (14 hours per month). 
 
   b. After 17 years will accrue vacation leave at a rate of one and five-sixth (1 5/6)  
    days per month, 22 days or 176 hours each year (14 2/3 hours per month). 
 
   c. After 18 years will accrue vacation leave at a rate one and eleven-twelfth (1  
    11/12) days per month, 23 days or 184 hours each year (15 1/3 hours per  
    month). 
 
   d. After 19 years will accrue vacation leave at a rate of two (2) days per month, 24  
    days or 192 hours each year (16 hours per month). 
 
   e. After 20 years will accrue vacation leave at a rate of two and one-twelfth (2  
    1/12) days per month, 25 days or 200 hours each year (16 2/3 hours per month). 
 
 C. Probationary Employees 
 

*1   1. Probationary employees with less than six (6) months continuous service will earn  
   but not be permitted to use vacation leave or four (4) days administrative leave  
   until the completion of six (6)months service. 
 
 D. Maximum Vacation Time Accumulation 
 

*1   1. Sworn and civilian personnel may not have to their credit more than 592 hours (70  
   vacation days and 4 administrative leave days) of vacation time at the end of a  
   calendar year. 
  
 
3. ANNUAL ADMINISTRATIVE LEAVE 
 
 A. As of July 1st of each year, four (4) days administrative leave will be granted to all full  
  time, permanent employees.  These days may be used for any purpose, at any  
  reasonable time, on approval of the Commanding Officer. 
 
 B. Such leave cannot be accumulated nor compensated. 
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*1  C. For record keeping purposes, this will be combined with vacation leave.  Employees  
  will automatically be credited with four (4) additional days of vacation leave on July  
  1st of each fiscal year.  The first four (4) days of vacation leave, when used after July  
  1st of each year, will be considered as the four (4) administrative leave days. 
 
 D. At the end of each fiscal year, the vacation leave records of each employee will be  
  reviewed.  Employees who did not use at least four (4) days of vacation leave during  
  the year will have the appropriate time deducted from their account to reflect the  
  unused administrative leave. 
  
 
4. USE OF VACATION TIME 
 
 A. During Vacation Selection Period: 
 
  1. All personnel, sworn and civilian, assigned to the 4-2, 5-2 Schedule, will select  
   their vacation in accordance with the 20 designated summer work periods which  
   are outlined in the Department's 4-2, 5-2 Schedule. 
 
   a. In order to maximize the safety of police personnel, as well as that of the  
    public, all summer vacations will be distributed as evenly as possible  
    throughout the 20 work periods.  This ensures an equitable distribution of  
    vacations and provides the optimum manpower coverage possible during the  
    critical summer months. 
 
    NOTE: The number of personnel permitted off at any given time is directly  
      proportionate to the number of personnel who request a summer  
      vacation. 
 
   b. Personnel who desire a summer vacation of more than one work period will  
    select 2 or 3 consecutive vacation periods within the designated time frame. 
 
    1) Anyone who intends to use only one vacation period during the summer  
     schedule will be permitted to select just one period. 
 
    2) The use of vacation time during the summer vacation schedule is limited to  
     the entitled amounts outlined in Section 2 of this directive, up to a  
     maximum of three (3) consecutive work periods.  Personnel entitled to  
     more vacation time may use it outside the summer vacation periods. 
 
   c. Commanding Officers will ensure sufficient personnel are available when  
    scheduling "Out-of-Period" vacations. 
 
  2. All employees not assigned to the 4-2., 5-2 Schedule will adhere to a special non- 
   shift schedule which will be announced by a general computer message. 
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 B. Employees with twelve (12) or more months of service whose accumulated vacation  
  leave, at the time of their officially scheduled vacation, is insufficient to permit a full  
  vacation, may with approval of their Commanding Officer, be permitted to take  
  vacation leave in advance of its being earned.  A request must be submitted in  
  memorandum form, specifying that the vacation leave is to be taken in advance of  
  being earned and in accordance with this directive. 
 
  1. Restrictions: 
 
   a. Employees may not borrow an amount which, when added to their accumulated  
    time, exceeds their normal vacation allowance. 
 
    Example: An employee is entitled to a two (2) week vacation.  They have 50  
       hours of accumulated vacation time.  This employee may borrow  
       thirty hours.  
 
   b. Employees will not be permitted to borrow vacation leave when they have  
    taken vacation leave during the previous six (6) months. 
 
    Example: An employee is entitled to a three (3) week vacation.  However, the  
       employee has been using his vacation allowance piece-meal during  
       the year.  At vacation time, they have 86 hours accumulated  
       vacation time and he wants to borrow sufficient time to make a full  
       three (3) weeks.  THIS REQUEST WILL BE DISAPPROVED. 
 
 C. All personnel are encouraged to use vacation leave before or after the annual summer  
  vacation period.  Commanding Officers should approve such requests whenever it will  
  not impair police operations. 
 
 D. Employees are permitted, not obligated, to add up to three (3) holidays to complete a  
  vacation. 
 
 E. Vacation Selection Process 
 
  1. Police personnel will be permitted to select their vacation periods by preparing an  
   Annual Vacation Request (75-609).  This form should be collected by platoon  

*2    supervisors , checked for accuracy and forwarded to the Vacation Coordinator by  
   December 15th of the preceding year. 
 
   a. If a summer vacation is desired, personnel will indicate three (3) choices from  
    the designated periods; the first choice being their most desired one. 
 
   b. "Out-of-Period" vacations will also be requested at this time and will be  
    indicated on the line marked "Other". 
 
  2. Adjusting Conflicts 
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   a. When a disproportionate number of employees of the same rank desire the  

*2     same vacation periods, the involved employee's date on entering the Police  
    Academy will be the determining factor. 
 
    1) Upon ascertaining a disproportionate number of vacation requests for the  
     same periods, Vacation Coordinators will adjust conflicts by selecting the  
     second and/or third choices of the involved employees.  This procedure  
     will continue until there is an equitable distribution of vacation requests for  
     the summer vacation periods. 
 
    2) Seniority rights will only be applied once during the annual vacation  
     selection process for either a summer or out-of-period vacation. 
 

*2     3) When more than one employee has entered the Police Academy on the  
     same date, a drawing will be conducted. 
 
    4) Seniority rights will not be applied for vacation time of less than a full  
     work period. 
 
    5) For the purpose of determining longevity in the selection of vacation  

*2      periods, longevity is defined as the date that the employee entered the  
     Police Academy. 
 
  3. Commanding Officers may approve splitting vacation periods into days, only when  
   the district or unit's function will not be impaired. 
 
  4. Vacation time will be used in no less than one hour increments, with the permission  
   of the Commanding Officer. 
 

*2  F. The Police Department may offer to purchase vacation periods from employees in the  
  classes of police officer and detective who are scheduled for vacation.  The Police  
  Commissioner shall determine the number of tours to be purchased and the time period  
  covered.  Employees shall receive full pay for the vacation period repurchased and shall  
  have their bank of vacation leave reduced accordingly. 
 
  An employee whose vacation period has been purchased shall work during the period  
  purchased.  No other employee shall be permitted to utilize the vacation slot vacated by  
  the employee whose vacation has been repurchased by the Department. 
______________________________________________________________________________ 
 
5. CIVILIAN PERSONNEL (NON-SHIFT ASSIGNMENTS) 
 
 A. Eligible civilian employees shall prepare a Memorandum (82-S-1) indicating the  
  vacation period desired and submit the request to their immediate supervisor as soon as  
  possible. 
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 B. Civilian supervisors are permitted to grant such vacation requests as long as personnel  
  requirements are met and as long as the civilian employee is granted the vacation time  
  due him/her. 
 
 C. Supervisors shall prepare a Vacation Directory listing their civilian employees'  
  approved vacation requests.  This Vacation Directory shall be maintained by the  
  supervisor for the current year. 
______________________________________________________________________________ 
 
6. DISTRICT/UNIT VACATION COORDINATORS 
 
 A. To lessen the burden of scheduling an entire district/unit's vacation period, Vacation  
  Coordinators will use the following forms to aid them in this task: 
 
  1. ANNUAL VACATION REQUEST (75-609) - This form will be used by all  
   personnel to designate their choice of vacation periods.  It will include the name,  
   rank, badge, payroll number, platoon and squad.  Personnel will also indicate where  
   their seniority rights should be applied: for either a summer or out-of-period  
   vacation. (See Sample #1) 
 

*3   2. VACATION DIRECTORY (75-608) - These forms will list the granted vacation  
   requests for all personnel, by district/unit and platoon.  They will include the name,  
   rank, badge, payroll number, squad and designated vacation time. 
 
   a. The completed 75-608 will be posted on the bulletin board until expiration of  
    the regular annual vacation period. 
 
   b. A copy of the final completed 75-608 will be forwarded to the divisional  
    commander on the date specified by a general computer message. 
______________________________________________________________________________ 
 

BY COMMAND OF THE POLICE COMMISSIONER 
______________________________________________________________________________ 
 
*FOOTNOTE   GENERAL #  DATE SENT  REVISION 
 *1     7962   11/09/92  CHANGE 
 *2     8778   10-16-98  REVISION/ADDITION 
 *3     9018   11-21-03  Deletion/change 
 *4     4746   05-07-15  Addition 
 *5     0126   11-29-16  Form updated 
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SAMPLE  # 1 
  

PHILADELPHIA POLICE DEPARTMENT 
ANNUAL VACATION REQUEST 

YEAR __________ 
  
NAME__________________________________ RANK______________ BADGE_____ 
  
DISTRICT/UNIT____________________ PLATOON & SQUAD___________________ 
  
PAYROLL NUMBER__________________ APPOINTMENT DATE___________________ 
  

VACATION REQUESTS OF MORE THAN ONE WORK PERIOD MUST BE 
TAKEN IN CONSECUTIVE ORDER 

  
VACATION CHOICES ARE GRANTED USING SENIORITY BASED ON APPOINTMENT 

DATE TO THE POLICE ACADEMY. 
  

REFER TO DEPARTMENTAL "4-2, 5-2 SCHEDULE" OR THE "NON-SHIFT 
SCHEDULE" ANNOUNCED BY COMPUTER MESSAGE FOR VACATION PERIODS & 

START TO FINISH DATES 
  
VACATION PERIODS REQUESTED: 
  
                            VACATION PERIODS         START TO FINISH DATES 
  
    FIRST CHOICE : ______________________    _________________________ 
  
    SECOND CHOICE: ______________________    _________________________ 
  
    THIRD CHOICE : ______________________    _________________________ 
  
    OTHER CHOICE : (OUT-OF-PERIOD REQUEST) 
   
APPLY SENIORITY FOR (CHECK ONE):   SUMMER___________ OTHER___________ 
REMARKS______________________________________________________________ 
________________________________________________________________________ 
 
                                  SIGNATURE:  ________________________ 
  
                                  RECEIVED BY:_________________________ 
SENIORITY APPLIED BY VACATION COORDINATOR:     YES     NO   (CIRCLE) 
SIGNATURE OF VACATION COORDINATOR_____________________________________ 
 
===================================================================== 

SEE PRINTED DIRECTIVE FOR OTHER SAMPLE FORMS 
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