Policy

SUPPORT STAFF VACATIONS 

Code  GDD  Issued  8/09

Purpose:  To establish the basic structure for support staff vacations.

School-year personnel
The school calendar, as adopted by the board, establishes the school recess periods and holidays for instructional staff members employed on a school-year basis.

Administrators and year-round personnel
Regular full-time administrators employed on a year-round basis and support personnel will receive vacations as follows.

· All district employees who are year-round employees accrue leave at the rate of 2.5 days per quarter for a total of 10 days per year.

· Employees must obtain the prior approval of their supervisor before using accrued leave.

· A maximum of 30 accrued annual leave days may be carried over into the next fiscal year.

· Employees leaving the district for any reason [resigning, retiring, beginning the Teacher and Employee Retention Incentive (TERI) program, upon termination of TERI or upon termination of active retiree employment] will be compensated for annual leave accumulation to the date of the separation, not to exceed a total of 30 days.

· Retired employees returning to work will accumulate annual leave according to this policy, but will not receive an additional payout that exceeds the total of 30 days upon termination of retired employment.

Administrative personnel and district office-level personnel who are year-round employees will observe the district calendar.
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