3.46—LICENSED PERSONNEL VACATIONS

Two hundred forty (240) day contracted employees are credited with ten (10) days of vacation at
at the beginning of each fiscal year, this is based on the assumption that a full contract year will
be worked. If an employee fails to finish the contract year due to resignation or termination, the
employee’s final check will be reduced at the rate of eight hundred thirty-three thousandths
(0.833) days per month, or major portion of a month, for any days used but not earned.

Instructional employees may not generally take vacation during instructional time. All vacation
time must be approved, in advance to the extent practicable, by the superintendent or designee.
If vacation is requested, but not approved, and the employee is absent from work in spite of the
vacation denial, disciplinary action will be taken against the employee, which may include
termination.

No employee shall be entitled to more than fifteen (15) days of vacation as of the first day of
each fiscal year. The permissible carry forward includes the ten (10) days credited upon the start
of the fiscal year. Employees having accrued vacation totaling more than fifteen (15) days as of
the date this policy is implemented shall not be eligible to increase the number of days carried
forward during their employment with the district. Earned but unused vacation will be paid upon
resignation, retirement, termination, or nonrenewal at the employee’s current daily rate of pay.

The Board of Education has established that all personnel employed on a twelve-month contract
shall be entitled to two weeks of vacation each year with pay following the first completed year
of employment.

All vacations shall be approved by the Superintendent, upon proper application, and all other
absences from available duty during the summer months, including special education leave, shall
be approved by the Superintendent.
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