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GENERAL POLICY

Twelve-month contracted employees who work on a contract will accrue 14.67 hours of vacation leave for each full month worked.  Leave will accrue on a bi-weekly basis at the end of each pay period.  Contracted employees who work less than twelve months will be prorated at the rate of 14.67 hours per the number of months worked.

Full-time hourly employees are entitled to one vacation day per month worked.  After being employed for seven consecutive years, the employee is entitled to one and one-half vacation days per month worked.
PROCEDURES

1.
The scheduling of vacation leave is to be approved in advance in writing by the department supervisor and the Superintendent.  Vacation leave shall be scheduled so that it does not impede the operation of the School.  The determination of the Superintendent in granting or denying leave is final.

2.
Unused vacation leave may be accumulated to a total of not more than 44 working days for twelve-month employees.    

3. Upon termination, discharge, resignation, or retirement of employment, no payment shall be made for more than 44 days of unused vacation leave.

4. All full time employees are expected to be at work during the days/times required by contract, or in the absence of contract terms, during NMSBVI regular business hours, Monday through Friday, 8 AM to 5 PM.  Hourly employees who take partial days off for reasons for which vacation leave may be used, must use available vacation leave for whatever portion of the day that they are absent (e.g. an employee who leaves work two hours early for personal reasons will have two hours deducted from accrued vacation leave).  However, supervisors may approve alternate work week schedules, and they may also permit absence without deducted vacation leave where an employee’s hours have already exceeded forty for the week.  Without advance written permission for such alternatives from a supervisor, all partial day absences of this nature will be deducted from accrued vacation leave.

5. An eligible employee may elect to charge absence due to illness to his/her vacation leave accruals.

6. Unauthorized use of leave or dishonesty in any process associated with securing leave is grounds for discipline, up to and including discharge/termination.
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