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TO:  All 11 and 12 month Professional and 

  Paraprofessional Employees 

 

FROM: Dr. Jeannine Porter, Chief of Employee Services 

 

Cc:  Magda Hernandez, Superintendent of Schools 

 

DATE:  May 7, 2020 

 

RE:  Summer Work Schedule and Non-Duty/Vacation Days for 2020 

 

 

In order to support energy saving strategies for the district, the 2020 Summer Work Schedule 

will be implemented as follows:   

 

      June 1 – July 31, 2020 

      Monday through Thursday  7:30 a.m. to 5:30 p.m.  (30 min lunch) 

      Fridays     Closed 

 

Note: The weeks in this time frame are 40-hour work weeks. Accordingly, those 

employees who are on scheduled non-duty/vacation an entire week will utilize five non-

duty/vacation days.  

 

      Friday, July 3, 2020    OFFICES CLOSED - HOLIDAY 

The week of June 29th – July 3rd will be a 4-day eight-hour work week, with July 3rd as 

a non-workday for 230 employees and a holiday for 261 employees. 

 

Any exceptions to the above schedules must be approved by the Superintendent or designee. 

 

Energy savings are also based on closing the buildings on Friday, Saturday and Sunday; 

therefore, activities for staff and students are only allowed during the Summer Work 

Schedule dates and times, unless sanctioned by the Board of Trustees as a summer program 

or approved by the Superintendent or designee.  This includes the rental of facilities.  

Adequate staff will remain on call to cover any emergencies that may arise. 

 

Non-Duty/Vacation Schedules 

  

Twelve-month employees who work 230 or 261 days per year shall schedule non-

duty/vacation days with approval of their supervisor. Supervisors have discretion to 

authorize non-duty/vacation days based on the safe and efficient operational responsibilities 

of the department. 
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Twelve-month employees who want to schedule their non-duty/vacation days must do so in 

writing to their immediate supervisor using the “Request for Leave & Absence” form (#909-

001).  The request must be made as early as possible, but no later than five (5) workdays 

prior to the requested days. 

 

11 Month Employees  

 

205 Day (HS Counselors) employees are scheduled for non-duty beginning June 15, 2020 to 

July 20, 2020. Please note July 21 - 23 are 10-hour workdays. 

 

210 Day professional employees (Elementary/Early Childhood Assistant Principals) are 

scheduled for non-duty days from June 15, 2020 until July 17, 2020.  

 

210 Day paraprofessional employees (Early Childhood and Elementary School Campus 

Secretaries) are scheduled for non-duty days from June 15, 2020 until July 13, 2020. Please 

note July 14 - 16 are 10-hour workdays. 

 

213 Day paraprofessional employees (Data Processing/Counseling Clerks, SPED Records 

Clerks, and AEL Assessment Specialist) are scheduled for non-duty days from June 25, 2020 

- July 13, 2020. Please note July 14 - 16 are 10-hour workdays. 

 

215 Day paraprofessional employees (Attendance Officers and Athletic Office Clerk) are 

scheduled for non-duty days from June 25, 2020 until July 10, 2020.  

 

220 Day professional and paraprofessional employees (Early Childhood and Elementary 

School Principals, Middle School and High School Assistant Principals, Coordinator for 

Deaf Education, High School Lead Counselor, Instructional Coordinator, Administrative 

Attendance Managers and Compulsory Attendance Clerks) are scheduled for non-duty days 

from June 29, 2020 – July 13, 2020.  Please note July 14 - 16 are 10-hour workdays. 

 

12 Month Campus Employees (225 Days) 

 

Employees who work 225 days for the 2020–2021 school year will have July 1, 2020 – July 

10, 2020 scheduled as non-duty days.  Exceptions to these dates must be authorized by the 

immediate supervisor.  

 

12 Month Central Office Employees 

 

Employees who work 12 months, 230 days shall schedule non-duty/vacation days with 

approval of their supervisor using form #909-001, “Request for Leave & Absence.”  

Supervisors have discretion to authorize non-duty/vacation days based on the safe and 

efficient operational responsibilities of the department. 

 

Non-Duty days/Vacation Procedures 

 

Use of non-duty days/vacation time must follow the procedures listed below: 
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• The use of non-duty/vacation days must be requested in writing to the employee’s 

supervisor using form #909-001, “Request for Leave & Absence” no later than five 

(5) business days in advance, and earlier whenever possible. 

 

• It is the responsibility of the supervisor to account for each employee’s use and 

accrual of non-duty/vacation days.  Non-duty/Vacation days should be posted on the 

absence screen using the absence code for non-duty and/or vacation, whichever is 

applicable. 

 

• Non-duty/vacation days may only be used during the current calendar year from July 

1st through June 30th. 

 

• 12-month central office employees may use no more than ten consecutive non-

duty/vacation days. 

 

Special procedures regarding vacation/sick leave during the Summer Work Schedule are 

outlined below. 

 

 

SUMMER NON-DUTY/VACATION/SICK LEAVE PROCEDURES FOR 

EMPLOYEES 

 

June 1 – July 31, 2020 

 

Weeks during this time frame are five-day work weeks compressed into 4 ten-hour work 

days with a 30-minute lunch. 

 

For Kronos timekeeping, all work-time is measured in hours.  A non-duty, vacation day, or 

a day of sick leave, is worth the equivalent of 10 hours. All employees will need to clock out 

and in for lunch. 

 

For non-duty/vacation/sick leave equivalencies, follow the following chart: 

 

-One day of non-duty/vacation/sick leave in a four-day week =  1.25  days  

 

-Two days of non-duty/vacation/sick leave in a four-day week =  2.5  days  

 

-Three days of non-duty/vacation/sick leave in a four-day week =  3.75  days  

 

-Four days of non-duty/vacation/sick leave in a four-day week =  5  days  

 

June 29 – July 3, 2020 

 

Due to the July 4th holiday falling on a Saturday, this is a 4-day eight-hour work week.   

 

This translates into the following equivalencies: 

 

-One day of vacation/sick leave in a three-day week =    1 day 
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-Two days of vacation/sick leave in a three-day week =     2 days  

 

-Three days of vacation/sick leave in a three-day week =     3  days  

 

 

-Four days of vacation/sick leave in a three-day week =     4  days  

 

 

PROFESSIONAL DRESS during Summer Work Schedule 

 
Board Policy DH (LOCAL) states the following regarding employee dress code:   
 
The dress and grooming of District employees shall be clean, neat, in a manner appropriate 
for their assignments, and in accordance with any additional standards established by their 
supervisors and approved by the Superintendent. 
 
General Standards: All employees shall observe modesty, appropriateness, and neatness 

in clothing and personal appearance. The District’s minimum standard of dress for 

campus employees is business casual attire. Campus administrators and central office 

employees are expected to observe the general guidelines for standard business attire. 
 
General Guidelines: 
 

• For women, suits, skirts, slacks, Capri-length slacks, sleeved or sleeveless 

dresses. 

Garments shall be appropriate length – the hem of the garment shall at least 

approximate the knee; Capri-length slacks – between mid-calf and the 

ankle. No flip flops and sandals must have a back strap. 
 

• For men, dress slacks or khakis, polo shirts, turtlenecks, oxfords, sweater and 

vests, blazers, sport coats or suits. 
 

• T-shirts, Jeans, Leggings, and/or tennis shoes are not acceptable attire for professional 

personnel. 

 

• Employees are required to wear Photo ID Badges at all times.  

 

Exceptions: 

 

Staff are required to follow professional business dress expectations for official District 

functions:  

- Board Meetings 

- Meetings with City/Chamber leaders 

- Other formal events 

- Or as directed by immediate supervisor 

 


