PERSONNEL
03.1332

‑ Certified Personnel ‑

Hours of Duty

Regular Hours

Certified employees shall be prompt in attendance and shall remain on duty as specified by policy or their immediate supervisor.

No certified employee shall leave his/her job assignment during duty hours without the express approval of his/her immediate supervisor.

The normal duty hours of nonadministrative employees shall be 7.5 consecutive hours in length, including a duty-free lunch of a minimum of twenty (20) minutes.

The normal duty hours of administrative employees shall be 8.5 consecutive hours in length, including a one-hour duty-free, or 8 hours with a one-half hour duty-free lunch.

Administrative means an employee who receives an administrative increment.
Employees will not be paid for work (regular or overtime) performed at home unless approved in advance by the Superintendent.
Paid additional and extracurricular assignments shall not count toward normal workday hours.

Additional Hours

Certified employees may be required to perform additional duties as directed by school policy or assigned by their immediate supervisor.

Inclement Weather

When weather conditions require the alteration of normal school or District operations, the following guidelines are to be followed when scheduling the work hours of employees.

1. When schools are closed for an entire day, all twelve (12)-month employees are to report for work at their regularly scheduled time unless otherwise instructed. Said employees who do not report for work must use annual leave or personal leave in order to be paid for the day.

2. When schools are closed early due to a sudden change in weather conditions, all employees are to remain at work unless otherwise specifically instructed by their supervisor upon approval of the Superintendent or designee.

3. When schools are opened on delay, employees are expected to report to work at the regular time.
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