HARDYCOUNTYILE: GBW

W ORKYEARANDUNPADDAYS
12M ONTHEM PLOYEES

Hardy County School 's cont radt period isbasad on awiitten cont rad w here eech em ployee is
pa d for the exad num ber of days worked plus holidays In anorm dem ploym ent year there are
261 working days Therefore 240-day em ployees have 21 days per year of unpa d tim eoff.
Thisisnot vacat ion inthe usud cont ext because em ployees are not pad for thee 21 days

All em ployees with an ext ended year |y work cont ract beyond 200 days are to subm it appropriae
doaum entation with regard to their work a8 gnm ent.

Sdhod -Bassd Em pbyees (i.e aud odians s etaries guidance counsd ors voca iond teacher §
etc) dd | subm it proposed work sthedul es for extended days to the Prind pa . U pon com pletion,
afind em ploym ent um m ay Sd | be submitted to the Prind pd for goprovd . Thissd | be
forw arded to the count y payr ol | d erk.

Pii nd pals<hd | subm it proposad ext ended w ork to the Superintendent . U pon com pletion, a
find em ploym ent um m ay hd | be subm itted to the Superintendent for goprova . Thisdhd | be
forw arded to the count y payr ol | d erk.

Central O flice Em pbyees shd | com plete am onthly Em pbym ent Sum m & that ind udes dl
workdays (ind uding pad holidays , persond leave days and unpa d days A year -to-date
ammay isto d< beind uded. Thisum m ay, dong with dl appr opriate form s(Persond

Leave, NonW ok Day goprovd form setc) are due within five (5) workdays after the lag day
of the previ ous month. N onwork days areto be shedul ed as m udhin advance as pos ble At
leed 24 hour s notice shoul d be provided indl cases of request ing use of non-work days The
im m edite uper Vi or m ayappr ove exaept ions to this due to ext enuat ing d raum gances with the
reesons noted as to the nead for such exaept ion recor ded on the reques form .

Extended use of non-work days (3 or moredays houl d be present ed to the im m edite
uper Vior a leed 5workdays in advance

The em ployee will be exped ed to arrange higher work shedul e 2 as to take the ‘Unpa d” days
off due him her but to digupt higher job aslittle as poss ble Therefore, em ployees whow ork
diredlyin ged fic shool § uch as aud odians vocat iond agriaul ture teacher § and prind padsare
gener dly not perm tted to teke tim eoff during the days sthodl isin ss on.

Inevi tably, d raum gances arise in the job that reaul tsin em ployee exasedi ng thei r num ber of
oont raded workdays W hensuch gtuaions arise, em ployees m ay, with the approvd of the
Superintendent , car ry-over no morethan 10 ‘unpa d’ days Thee days areto be used, upon
goprovd , asthe fird 10 days of ‘non- work” days throughout the following fisd year. Any
further extens on of car ry-over days m ug be goproved by the Board.
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