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Recognitions

November 3-7, 2025

National School Psychologist Week

November 11, 2025

Veterans Day

November 19, 2025 

Educational Support Staff Appreciation Day

November 21, 2025

Substitute Appreciation Day
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SUPPORT STAFF VACATIONS AND HOLIDAYS
Code GDD Issued 3/21/2024 Latest Revision Latest Review

______________________________________________________________________________

School-Year Personnel
The school calendar, as adopted by the board, establishes the school recess periods and holidays for instructional support staff members employed on a school-
year basis.

Vacation Leave
Each full-time, 12-month staff member is entitled to 10 days of vacation leave with pay. An individual must be employed with the district 12 consecutive
months to be eligible to use earned vacation leave. Vacation leave will be awarded on the anniversary date of the staff member’s initial employment. This
leave will be prorated based on the fiscal year.

Vacation leave will be awarded on July 1st but prorated if a staff member does not complete their contractual obligation to the district for that fiscal year.

Leave taken in excess of the accrued pro rata rate will be deducted from the staff member’s paycheck.

Vacation leave will be awarded on July 1st but prorated if a staff member does not complete their contractual obligation to the district for that fiscal year.

Leave taken in excess of the accrued prorate rate will be deducted from the staff member’s paycheck.

Vacation days may be taken as accumulated, subject to the approval of the immediate supervisor. Any accrued vacation must be taken within the fiscal year,

unless a formal request is submitted to the Superintendent for possible approval. When a staff member wishes to take vacation he/she must secure the approval

of his/her supervisor at least 10 days in advance. Vacation should be arranged as far in advance. Vacation should be arranged as far in advance as possible so

as not to disrupt the continuity of the educational process.

Any accumulated vacation will be lost at the termination of employment unless a formal request is submitted to the Superintendent for possible approval.
Administrators Year-Round Personnel
Administrative support staff member employed on a full-year basis (52 weeks) and year-round instructional support staff will receive vacations and holidays as
follows
Vacations
District administrative support staff employed on a 240-day basis are entitled to two weeks, 10 working days, of vacation exclusive of school holidays.
Vacation accrual for service in the district of full-time staff will be as follows:
 after three years - 12 days
 after five years - 13 days
 after seven years - 14 days
 after ten years - 15 days
Vacation days may be taken as accumulated, subject to the approval of the immediate supervisor. Any accrued vacation must be taken within the fiscal
year, unless a formal request is submitted to the Superintendent for possible approval. Vacation days may not be accumulated beyond 45 days (state
maximum for carryover). When a staff member wishes to take vacation, he/she must secure the approval of his/her supervisor at least 15 10 days in advance.
Vacation should be arranged as far in advance as possible so as not to disrupt the continuity of the educational process.
Any accumulated vacation will be lost at the termination of employment unless other specific arrangements are agreed upon in writing unless a formal
request is submitted to the Superintendent for possible approval. Upon retirement from the district, a staff member will be compensated up to 45 days of
accrued vacation.
Holidays
New Year’s Day (January 1st)
Martin Luther King Day
Independence Day (July 4th)
Labor Day
General Election Day (even-numbered years) (first Tuesday in November)
Thanksgiving Day (fourth Thursday in November)
Christmas (two days - December 24th and 25th)
Administrative staff and district-office staff who are 12-month employees will observe the school calendar holidays.



I. PURPOSE

To establish consistent procedures for awarding and administering vacation leave for 240-day professional 

staff members in accordance with Board Policy GCD, Professional Staff Vacations and Holidays.

II. ELIGIBILITY

A. 240-day professional staff members who worked at least one hundred ninety-two (192) days, or eighty 

percent (80%) of their contracted days, during the preceding school year shall be eligible to receive 

vacation leave for the upcoming contract year.

B. Staff members who worked fewer than one hundred ninety-two (192) days in the preceding school year 

shall not be eligible for vacation leave.

III. ENTITLEMENT

A. A maximum of ten (10) vacation days will be awarded to employees who worked the full 240-day term in 

the previous school year.

B. Vacation leave shall be awarded annually at the beginning of each contract year and prorated based on 

the number of days worked in the previous school year, as shown in Section IV.

IV. PRORATED VACATION SCALE

Days Worked in Previous Year Vacation Days Awarded

240-234 10 Days

233-227 9 Days

226-220 8 Days

219-213 7 Days

212-206 6 Days

205-199 5 Days

198-192 4 Days

Below 192 0 Days

VACATION LEAVE FOR 240-DAY PROFESSIONAL STAFF                           Code GCD-R



V. USE OF VACATION LEAVE

A. Vacation leave must be scheduled in advance and approved by the employee’s immediate supervisor.

B. Approval of vacation leave is subject to district operational needs and may be adjusted or denied to 

ensure continuity of services.

VACATION LEAVE FOR 240-DAY PROFESSIONAL STAFF                           Code GCD-R
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To establish consistent procedures for awarding and administering vacation leave for 240-day professional 

staff members in accordance with Board Policy GDD, Support Staff Vacations and Holidays.

II. ELIGIBILITY

A. 240-day support staff members who worked at least one hundred ninety-two (192) days, or eighty 

percent (80%) of their contracted days, during the preceding school year shall be eligible to receive 

vacation leave for the upcoming contract year.

B. Staff members who worked fewer than one hundred ninety-two (192) days in the preceding school year 
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A. A maximum of ten (10) vacation days will be awarded to employees who worked the full 240-day term in 

the previous school year.
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V. USE OF VACATION LEAVE

A. Vacation leave must be scheduled in advance and approved by the employee’s immediate supervisor.

B. Approval of vacation leave is subject to district operational needs and may be adjusted or denied to 

ensure continuity of services.
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