Policy Title: Vacations and Holidays Code No. 402.2

Vacation days and holidays may be set forth in a collective bargaining agreement, employee handbook or
individual contract approved by the Board of Education. This policy delineates vacations and holidays for

employees not covered by a collective bargaining agreement.

To the extent a group of employees has a recognized collective bargaining unit, the provisions of the
collective bargaining agreement regarding vacations and holidays, if any, shall apply. If a provision within
this policy is not addressed in a collective bargaining agreement, the provision of this policy shall also apply to

employees within the collective bargaining unit.

Vacation
Eligibility:
o All regular full and part-time 12-month supervisors, managers, coordinators
o All regular full and part-time 12-month classified clerical
e Secondary building SAM’s (School Administration Manager)
e Custodial and Maintenance
e Information Technology
e Transportation Mechanics

e Administrators shall be eligible for vacations as specified in individual contracts

Exclusion: Elementary SAM’s, school building clerical, paraeducators, bus drivers, teachers, as well as
any individual employed on the basis of 200 days or less for the period of July 1 through June 30, are not
eligible to accrue paid vacation. Unpaid vacation days during the school year are the Friday following
Thanksgiving Day and generally at least seven (7) day winter break and a spring break of five (5)

consecutive days.

Vacation accruals: Existing employees shall begin accruing on July 1 each year and shall be credited on

the last day of each month. Vacation shall be available for use, subject to supervisory approval, in the
month immediately following the month in which it was accrued. Upon initial employment new
employees shall have vacation accrual prorated from the date of employment through June 30 of the
initial year of employment, credited on the last day of each month. Thereafter vacation accrual shall begin

on July 1 and be credited on the last day of each month.
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Vacation shall accrue as follows:

. . Annual Total
Service Period Date (Weeks Or Hours)
Year 0 Start date through Proration of
June 30 2 weeks; i.e. 80 hours
Year 1-5 July 1 - June 30 2 weeks
Years 6-12 July 1 - June 30 3 weeks
Year 13 and above July 1 - June 30 4 weeks

Note: The superintendent or designee may grant a deviation from this accrual schedule under
circumstances deemed appropriate. Under no circumstances shall an employee, other than
administrators, accrue more than a total of four weeks of vacation per year, excluding any amount which

may have rolled over from a prior year.

Paid sick leave, vacation, personal leave and other paid leave are considered as time worked for the
purpose of vacation accrual. Accrual shall be based on a regular 40 hour week and shall not include
overtime hours. Unpaid time, including workers’ compensation leave, shall not be included for purposes

of accrual computation.

Vacation Rollover: As of June 30 of any school year, any vacation balance over the total vacation hours

accrued during that school year, with the exception of administrators, will be forfeited.
Rate of Pay: Vacation shall be paid at the employee’s regular straight time rate of pay per hour.

Holiday’s During Vacation: If a recognized holiday falls within a period of paid vacation that day shall be

treated as a holiday and shall not be debited from the employee’s vacation balance.

Vacation Scheduling: Approval of requests to take vacation rests with the immediate supervisor or

designee with managerial authority. Vacations may be scheduled at any time during the contract year.
Vacation may be taken in one hour increments by Classified employees who are considered Non-Exempt
employees under the Federal Fair Labor Standards Act and as such are compensated on an hourly wage

basis. All other groups of employees are considered Exempt employees under the Fair Labor Standards

Act and as such shall take vacation and all other paid time off in one-half or whole day increments.
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Termination: Employees who provide a minimum of 14 calendar days’ notice of intent to terminate
employment shall be paid for all accrued but unused vacation earned as of the final day of paid
employment. Any employee who has taken more vacation than has been either rolled over or accrued by

the date of termination, shall have his/her final pay adjusted accordingly.
Discipline: Failure on the part of the employee to follow procedures for requesting vacation, failure of an
employee to return to work on the specified date following vacation, failure to communicate in a timely

manner an inability to return to work on the specified date, or failure to provide a legitimate reason for
failing to return on the specified date, may be grounds for disciplinary action, including dismissal.

HOLIDAYS

Holiday pay eligibility:

To receive holiday pay an employee must be both in an active paid status on the work day immediately

preceding a holiday and would otherwise be scheduled to work on the day on which the holiday falls.

Holiday pay rate:

Shall be at the regular straight time hourly rate for the employee, and shall be prorated on the basis of

time worked per 40 hour week.

Working on a holiday:

If an emergency situation requires an employee to work on a district designated holiday, the employee if
regularly compensated on an hourly wage basis shall receive holiday pay at straight time plus double time

pay for time worked.

Holidays which fall on a weekend:

If a holiday falls on a Saturday, the preceding day shall be the designated paid holiday. If a holiday falls
on a Sunday, the subsequent day shall be the designated paid holiday.
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Holidays which fall during a vacation:

If a recognized holiday falls within a period of paid vacation that day shall be treated as a holiday and

shall not be debited from the employee’s vacation balance.
Unless otherwise specified in a collective bargaining agreement, paid holidays for individuals newly hired
or currently employed in a regular full or part time capacity on or after September 11, 2017 shall be as

follows:

1. Individuals employed 252 or more days per year, July 1 through June 30:

July 4 Two-day Winter Holiday
Labor Day Two days at New Years’ time
Thanksgiving Day Martin Luther King, Jr. Day
Friday after Thanksgiving Memorial Day

2. Individuals employed 251 or less days per year, July 1 through June 30:

July 4 New Year’s (1 day)
Labor Day Martin Luther King, Jr. Day
Thanksgiving Day Memorial Day

One-day Winter Holiday

3. Excluded employee groups are not eligible for paid holidays:
e  Teachers
e  Bus Drivers
e  Temporary Employees
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