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ADMINISTRATIVE REGULATIONS ON
VACATION ALLOWANCE FOR ADMINISTRATORS,
MANAGER/SUPERVISORS AND CONFIDENTIAL EMPLOYEES

The Adminigrative Dean, Human Resources, shdl be respongble for administering
these regulations.

Vacation time will automatically be credited a the beginning of each fiscd year.
Employees working less than 100% shall be entitled to a proportion of the vacation
credit below according to their percentage of assgnment.

Vacation is earned during the course of the year based upon time in paid status.
Unearned vacation credited a the beginning of the year or assgnment may be
charged back if thereis a change in the status of the employee.

Such vacation dlowance shdl be taken with pay as outlined in these regulations.

Ten-cdendar-month adminigtrators, manager/supervisors and confidentia employees
dhdl:

A. Receve a pro-rata® portion of a tweve-cdendar-month employee vacation
credit.

B. Take vacation during the Winter and Spring vacation periods or a times
approved by the appropriate vice president.

Eleven-caendar-month administrators and manager/supervisors shdl:

A. Receve a pro-rata® portion of a tweve-cdendar-month employee vacation
credit.

B. Takevacation during the Winter and Spring vacation periods with any remaining
vacation days to be taken at times gpproved by the appropriate vice president.

Twelve-cdendar-month  adminisirators, manager/supervisors  and  confidential
employees shdl:

A. Recdve 21 days (maximum) of vacation time per tweve-cdendar-month
period.

B. Take vacation a times approved by the Superintendent-Presdent or
gppropriate vice-president and when the efficiency of the college department or
areawill not be adversdly affected.
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Employees dected to administrator, manager/supervisor or confidential employee
pogitions after July 1 shall be credited with pro rata* vacation time through the end of
the current fiscd year effective from the first date on which paid service is rendered.

Enployees who redgn, retire, or ae teminaed from adminisrator,
manager/supervisor or confidential pogitions prior to the end of afisca year shdl have
their vacation baance reduced by the pro rata* portion of the year they did not work.

The meximum number of vacation days which may be carried forward to the next
fiscd year isasfollows:

A. Ten-caendar-month employee — pro-rata award times 1.5 (rounded up to
nearest whole day)

B. Eleven-cdendar-month employee -- pro-rata award times 1.5 (rounded up to
nearest whole day)

C. Tweve-cdendar-month employee -- 32 days (21 days times 1.5 rounded up to
nearest whole day)

Any carryover days (full days) in excess of the dlowable maximum will be logt unless
the Didtrict is responsible for the vacation days not being used. In that case, with the
goprova of the Superintendent-Presdent, the employee will be dlowed to ether
carry the days forward or be paid for those days.

Adminigrators, manager/supervisors or confidential employees requesting vacation
time must:

A. Submit written requests for vacetion to the Superintendent-President or
appropriate vice president for gpproval.

B. Submit a Sgned report of absence verifying actud vacation time taken to the
Superintendent-President or appropriate vice president.

The Superintendent-President or vice president shal submit the signed report of
absence form to payroll.

Vacation Pay Upon Termination

A.  When an employee has completed his’her probationary period and is terminated
for any reason, that employee shdl be entitled to al vacation pay earned and
unused up to and including the effective date of the termination.

In the event that the employee has used more vacation than earned a the date
of termination, hisher find pay will be reduced by an gppropriste amount
cdculated in the same manner as vacetion pay offs.
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B. Therate of pay for vacation shdl be the employee's current rate. Employees
whose vacations are earned and begun under a given status shdl suffer no loss
of earned vacation sadary by reason of subsequent changes in conditions of
employment.

3032.12 Holidays During Vacation

No deduction shdl be made from the vacation credit of any employee for holidays
occurring during the assigned vacation period of the employee.
3032.13 Interruptions of Vacation

An employee in permanent status shal be permitted to interrupt or terminate vacation
leave in order to begin another type of paid leave without a return to active service,
providing the employee supplies notice and supporting information regarding the basis
for such interruption or termination.

3032.14 Vacation Credit While on Military Leave

Any employee who is a member of the Nationa Guard or Nava Militia, or a member
of the Resarves or force in federd military, navd or marine service, and who is
granted a military leave of absence with pay, shal be granted dl vacation privileges
provided by the Military and Veterans Code.

3032.15 Sick Leave Bonus

After adminigtrators, manager/supervisors or confidentia employees have worked one
entire fiscal year, employees who did not utilize any accrued sick leave (or any other
leave charged to Sck leave) during the previous fiscd year, exclusve of the sck leave
sharing plan, shdl be credited with one (1) additiona day of vacation in addition to
those st forth in policy 3032.3 - 5 above.

* Pro raais determined by dividing the maximum number of vacation days granted per year to a
twelve-cdendar month employee by the number of totd assgned working days, including
holidays, per adopted fiscd year cdendar, and then multiplying by the actud assgned days
worked for the employee.

maximum number of vacation daysgranted X actua daysworked = prorata
number of working days, including holidays vacation days
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