PERSONNEL	03.122
-Certified Personnel -
Holidays and Annual Leave
Designated Holidays
All full-time employees shall be paid for holidays as designated in the NKCES work calendar by the Executive Director on the following basis:
	[bookmark: _Hlk10469397]Days Employed
	Paid Holidays
	Holidays

	120-187
	4
	Labor Day
Thanksgiving Day
Christmas Day
New Year’s Day

	188-220
	5
	Memorial Day

	221-240
	9
	July 4th
Day after Thanksgiving
Day after Christmas
Martin Luther King, Jr. Day


Employees on Leave
Employees on paid leave of absence at the time of an official NKCES holiday shall receive pay for that holiday. Employees on unpaid leave of absence shall not be paid for the holiday.
Annual Leave
Annual leave shall be granted to all staff in accordance with the limits set by the Board. Each 12-month employee (240 day contract) shall earn annual leave with pay at the following rate:	Comment by Tonya Weyer: Highlighted sentence change to: Each 12-month employee on a 240 day contract (unless the grant stipulates the working days) shall earn annual leave with pay at the following rate:
	Years of Service
	Annual Leave Days

	1-9
	1 leave day per month; maximum of 10 per year 

	10+
	1¼ leave days per month; maximum of 15 per year


An employee must have worked more than half of the workdays in a month to qualify for annual leave.
Annual leave shall accrue only when an employee is working or on authorized leave with pay. Annual leave may be accumulated and carried forward from one fiscal year to the next not to exceed twenty (20) days, which must be used within the next fiscal year. All annual leave for employees at the NKCES main location must be approved and scheduled by the Executive Director.
Absence due to sickness, injury, or disability in excess of that hereinafter authorized for such purposes may, at the request of the employee and within the discretion of the Executive Director, be charged against annual leave.
Employees are charged with annual leave for absences only on days on which they would otherwise work and receive pay.


PERSONNEL	03.122
	(Continued)
Holidays and Annual Leave
Annual Leave (continued)
When grants are to be terminated, accumulated annual leave must be taken during the grant work period or it is lost to the individual.
References:
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