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This policy provides uniform guidelines under which employees may take courses 
during work hours and outlines accounting procedures for such absences. This policy 
is consistent with the personnel rules of the Pennsylvania State System of Higher 
Education, various collective bargaining agreements, and the automated leave 
accounting system. 

 
This policy applies to all employees of Millersville University. 

 
Responsibilities 

 
For teaching faculty, if necessary, specific policies relating to the taking of courses 
will be determined by the Provost. 

 
Non-teaching employees are encouraged to register for classes during periods of 
time which do not interfere with normal work hours. 

 
Where the above is not possible, courses which are work-related or are part of a 
degree program may be taken during work hours if approved by the supervisor. 
Employees may request annual or personal leave to attend such classes during the 
work day. 
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In no event will leave be approved for course attendance if such absence would 
result in a greater cost to the University. For example, such absence will not be 
approved if it would require the hiring of a temporary replacement or result in the 
necessity for overtime payments. 
 
Approval by a supervisor of a request for leave to attend a specific course will 
be considered a firm commitment. The supervisor should not subsequently 
deny an employee’s request for absence during a class period. 


