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	Annual Leave

Purpose: 
To define annual leave accrual and maintenance. 

Participants: 
All Employees 

Process: 
Twelve (12) month certified and/or degreed employees are entitled to twenty (20) days of paid annual leave, cumulative to forty (40) days maximum. Leave earned beyond the forty (40) days maximum must be taken prior to June 30 of the year in which they exceed the forty (40) days or lose all annual leave that exceeds the forty (40) days maximum. 

Twelve ( 12) month classified employees are entitled to annual leave as follows: 

1) Ten (10) days of paid annual leave, cumulative to twenty (20) days maximum, for employees with less then ten (10) years experience in the district. Leave earned beyond the twenty (20) days maximum must be taken prior to June 20 of the year in which they exceed the twenty (20) days or lose all annual leave that exceeds the twenty (20) days maximum. 

2) Fifteen (15) days of paid annual leave, cumulative to thirty (30) days maximum, for employees with ten (10) years or more experience in the district. Leave earned beyond the thirty (30) days maximum must be taken prior to June 30 of the year in which they exceed the thirty (30) days or lose all annual leave that exceeds the thirty (30) days maximum. 

Employees requesting annual leave must submit a leave request form to their immediate supervisor in advance. 

Requests for utilization of annual leave on the work day immediately before or after a designated district holiday or on a work day identified for professional development may be denied. 

If a supervisor denies an employee's request for annual leave, the matter shall be immediately referred to the superintendent for final resolution. The supervisor must submit all documentation and/or rational for denying the employee's request. 

Accrued annual leave will be paid upon resignation to the maximum days defined above depending upon whether the employee is certified or classified. A written request must be submitted to the Superintendent. Annual leave will be paid on the daily rate of the employee which shall be calculated by dividing the annualized salary by 260 days (235 work days + 25 paid holidays).

Annual leave will be awarded as it is earned. Leave that has not been earned may not be taken in advance. 

Qualifying individuals employed for less than twelve (12) months earn paid annual leave on a prorated basis. 

These revisions become effective the 2002-2003 school year. 

Timeline: 
July thru June of Current Year 
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