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HARDY COUNTY FILE:  GBW  
 

W O RK  YEAR AND UNPAID DAYS 
12 M O NTH  EM PLO YEES 

 
Hardy County School ’s cont ract  period is based on a written cont ract  where each em ployee is 
pai d for the exact  num ber of days worked plus hol idays.   In a norm al em ploym ent year  there are 
261 worki ng days.   Therefore, 240-day em ployees have 21 days per year  of unpai d tim e off.  
This is not vacat ion in the usual  cont ext  because em ployees are not pai d for these 21 days.  
 
A ll em ployees w ith an ext ended year ly work cont ract  beyond 200 days are to subm it appropriate 
docum entation w ith regard to thei r work assi gnm ent. 
 
School -Based Em ployees  (i.e. cust odi ans,  secr etaries,  gui dance counsel ors, vocat ional  teacher s, 
etc.) shal l subm it proposed work schedul es for ext ended days to the Princi pal .  Upon com pletion, 
a final  em ploym ent sum m ary shal l be subm itted to the Princi pal  for approval .  This shal l be 
forwarded to the count y payr ol l cl erk. 
 
Pri nci pal s shal l subm it proposed ext ended work to the Superintendent .  Upon com pletion, a 
final  em ploym ent sum m ary shal l be subm itted to the Superintendent  for approval .  This shal l be 
forwarded to the count y payr ol l cl erk. 
 
Central  O ffice Em ployees  shal l com plete a m onthly Em ploym ent Sum m ary that incl udes al l 
workdays (incl udi ng pai d hol idays) , personal  leave days,  and unpai d days.   A  year -to-date 
sum m ary is to also be incl uded.  This sum m ary, along w ith al l appropriate form s (Personal  
Leave,  Non-W ork Day approval  form s, etc.) are due w ithin five (5) workdays after the last  day 
of the previ ous m onth.  Non-work days are to be schedul ed as m uch in advance as possi ble.  A t 
least  24 hours notice shoul d be provi ded in al l cases of request ing use of non-work days.   The 
im m ediate super vi sor  m ay approve except ions to this, due to ext enuat ing ci rcum stances,  w ith the 
reasons noted as to the need for such except ion recor ded on the request  form . 
 
Extended use of non-work days,  (3 or m ore days)  shoul d be present ed to the im m ediate 
super vi sor  at least  5 workdays in advance.  
 
The em ployee w ill be expect ed to arrange his/her work schedul e so as to take the “unpai d” days 
off due him /her but to disrupt his/her job as little as possi ble.  Therefore, em ployees who work 
di rect ly in speci fic school s, such as cust odi ans,  vocat ional  agricul ture teacher s, and princi pal s are 
gener al ly not perm itted to take tim e off during the days school  is in sessi on. 
 
Inevi tabl y, ci rcum stances arise in the job that resul ts in em ployee exceedi ng thei r num ber of 
cont ract ed workdays.  W hen such si tuations arise,  em ployees m ay, w ith the approval  of  the 
Superintendent , car ry-over  no m ore than 10 “unpai d” days.   These days are to be used,  upon 
approval , as the first  10 days of “non- work” days throughout  the fol low ing fiscal  year .   Any 
further ext ensi on of car ry-over  days m ust be approved by the Board. 
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