


3 Once site administrators have signed and approved their site’s Work
Calendars, please forward them to Janet. She will then see that I look
them over for final approval.

6. Each Work Calendar will be stamped with “Posted and Official” and
triplicate copies will be reproduced. At this point, copics will be
forwarded to each site.

Certificated staff will only be allowed to submit one Work Calendar. In situations, where
there may be any unforeseen circumstance arise that an employee finds that they need to
revise their total Work Calendar after it has been approved, the site administrator will be
responsible for contacting my office in order to receive authorization. Other revisions to
the agreed upon Work Calendar will be authorized utilizing the Absence Tracking Report
Form.

The due date established for forwarding the completed 2010-2011 Work Calendars to
Janet will be Friday, May 14. This will allow the Division adequate time to approve and
duplicate the Work Calendars prior to June 1.

Thank you in advance for your cooperation with this assignment. Please feel free to
contact me should you have any concerns.
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o Work/Off-Duty Days for Contracted Teachers

o The approved Work Calendar for every contracted teacher will be
the base upon which “Work” and “Off-Duty” days are recorded in
the Division of Human Resources.

o An Absence Tracking form should be completed for any change to
the approved Work Calendar. Any change to the approved Work
Calendar should have an accompanying change that maintains the
proper total number of work days for that employee.

o Work and Off-Duty days for contracted teachers should be handled
as “whole” days.

o Any Work Days in excess of the contract length of the employee
shall be paid as “Extra-Duty”.

o Off-Duty days should not be converted to Work days so that Sick
Leave time can be charged.

e Extra-Duty Pay for Contracted Teachers

o Any Extra-Duty pay for contracted teachers that exceeds 7 hours per

day or the contracted number of days during the year shall be
-handled with an Extra-Duty timesheet.

o A contracted teacher can only receive a day of Extra-Duty pay if that
day is listed as Off-Duty on his/her approved Work Calendar or has
an Absence Tracking form identifying it as an Off-Duty day.

e Sick Leave (Regunlar, Extended and Family)

o Sick leave, other than illness, that is partial day should be scheduled
as much as possible during times when the teacher does not have a
classroom assignment.

o The recording of any partial day leave should be recorded in hours
using 15 minute interals for partial hours (1-14 minutes = 0 hours,
15-29 minutes = .25 hours, 30-44 minutes = .5 hours, and 45-59
minutes = .75 hours).

e Personal Necessity, Family Medical, and Bereavement Leaves

o In most cases, these should be full days that are scheduled and
approved in advance.

o Personal Necessity may be requested for a partial day. Sucha
request should not be granted unless it does not conflict with
classroom time or is an unusual circumstance that justifies approval.

o The recording of any partial day leave should be recorded in hours
using 15 minute interals for partial hours.



