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PERSONNEL VACATIONS

The Watonga Board of Education will provide annual vacation with pay to those employees assigned to twelve-month positions and to all hourly and daily rate employees whose period of service is continuous (90% of the working days) throughout the year.

Vacation days are noncumulative.  All employees must use earned vacation days each year.  When such vacation time is not used within one year from June 30th, entitlement to such vacation will be forfeited.  Upon retirement or termination, personnel having unused vacation time earned during their final year of employment are eligible to be reimbursed for such vacation.

Vacation Year
A full year of service is from July 1 through June 30.  Employees shall be eligible for the next higher vacation step on June 30 of the year in which they complete the required number of years service.  In effect, an individual employed after July 15 may work some months longer than the scheduled years before reaching the next higher vacation step.

Creditable Years of Service

1.
Service need not be consecutive.  All full years of service as a contract, full-time employee of the Watonga Public Schools will count toward vacation increments.


2.
Nine and ten month contract years that have been successfully completed will count as "good" years when computing vacation due on current twelve-month employees.


3.
A portion of a year on a twelve-month employee beginning after July 15 will not count as an increment year, but vacation will be granted for that portion of the year on a prorated basis.

Monthly Rate of Accrual


1.
An employee must work one-half of the working days of a month to receive credit toward vacation for that month (starting or terminating).


2.
When a person is absent more than one-half of the working days of any given month, a vacation day is not earned for that month.

Approval of Vacation Dates

The dates for all vacations must be approved by the immediate supervisor, and will be limited to 10 working days in a row, unless otherwise approved by the superintendent.

Substitutes for Employees on Vacation

It is the responsibility of the immediate supervisor to arrange vacations at a time when a substitute will not be required.

PERSONNEL VACATIONS (Cont.)

Vacation Accrual While on Sick Leave


1.
With regard to computation of earned vacation time, absences of an employee on sick leave or vacation are considered as time served.


2.
Vacation days will not be accrued after the expiration of sick leave or for absences not covered by sick leave or vacation time.

Eligibility

Employees shall be eligible for vacation days according to the following:


Years of Service
Days Per Year


1-10
10  days

              11- more
15  days

The superintendent shall interpret the monthly accumulated earned vacation.

