Department of 

Human Resources

Memo

To:
All Principals, Directors and Managers
From:  Phil Sheehy, Director Human Resources
Date:
May 3, 2017
Re:  
2016-2017 Employee Make-up Days                                                                                             
Since the last day for students is now May 24, 2017, the end of the year calendar for employees has been adjusted to meet contractual requirements as follows:

Certified Personnel: 
· Thursday May 25, 2017 will now be a Professional Development day.

· Friday May 26, 2017 will now be a make-up day for the storm of March 1, 2017. Any employee who worked on March 1, 2017 does not have to work on May 26, 2017. Any employee who did not work on March 1, 2017 will have to work on May 26, 2017. May 26, 2017 cannot be exchanged for Closing Day.
· Tuesday May 30, 2017 is now Closing Day.  It cannot be exchanged for any of the previous days, except if you are participating in the District Project Based Learning Training on May 30, June 1st,  or June 2, 2017. 
Classified Personnel Who Work 180-day Contracts:

· Thursday May 25, 2017 will now be a make-up day. Classified personnel may participate in Professional Development or perform other work as directed by their principal. 

· Friday May 26, 2017 will be a make-up day for March 1, 2017. Classified personnel must make-up all hours NOT worked on March 1. Example, an employee who is contracted to work 6.5 hours per day but only worked two (2) hours on March 1 will have to make up 4.5 hours on May 26, 2017. A 6.5 hour employee who worked no hours on March 1, 2017 will have to make up all 6.5 hours on May 26, 2017.

· The state did approve an Emergency Day for March 2, 2017 for Kelly Elementary and for April 17, 2017 for Ockerman Elementary. Personnel (both certified and classified) will not need to be made up because they worked those days. 
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