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PERSONNEL	D03.122 AP.1
Documentation of Annual Leave Days
1. Full-time classified employees will qualify for annual leave days according to the provisions of Board Policy 03.122. As of July 1, 2018, full-time certified employees will not receive or accumulate annual leave days. Certified employees will have non-contract days as set forth in Policy 03.122. 
2. All Annual Leave Days for full-time classified, and non-contract days for certified staff, shall be requested on the Non-Sick Leave Application Form, and shall be approved by their immediate supervisor. The supervisor is responsible to forward this form to the Personnel Office for documentation and the Personnel Office will forward the form to the Payroll Office for entering into the MUNIS system for tracking.
3. Classified employees having carry-over days (sixty [60] or less) as of June 30th, may add those days to the employee’s new allocation as of July 1 of the next fiscal year. Certified employees do not carry-over non-contract days. 
4. The use of annual leave days by classified employees, and the carry-over of unused days shall be reflected on the classified employee’s payroll stubs.
5. The Superintendent encourages each supervisor to be actively involved in their employee's utilization of annual leave time by enabling them to use as much of each fiscal year's allocation of annual leave days as possible during the year in which it is awarded.
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