PERSONNEL
03.2332

‑ Classified Personnel ‑

Hours of Duty

Work Schedule

Classified employees shall be prompt in attendance and shall remain on duty as specified in their work schedule.
The work schedule for all classified personnel shall be specified by position in Board policy and shall be compatible with job requirements and applicable governmental regulations.
No classified employee shall leave his/her job assignment during duty hours without the express approval of his/her immediate supervisor.
No supervisor shall require any classified employee to work without a rest period of at least ten (10) minutes during each four (4) hours worked. It is not necessary to schedule rest periods when employees are allowed to take breaks as needed.
The regularly scheduled lunch period should not be considered a "work period."

Employees will not be paid for work (regular or overtime) performed at home unless approved in advance by the Superintendent.
Meetings
Employees shall attend meetings called by the Superintendent, building Principals, supervisors, or their designees. Absence from staff meetings must have approval of the administrator who called the meeting.
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 a delay, all employees are expected to report to work at the regular time.
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