
POLICY TITLE:​ Vacations 

POLICY NUMBER:​3490 

3490.1 ​This policy shall apply to regular and probationary employees in all classifications. 

3490.2​ Paid vacations shall be accrued according to the following schedule on an annual basis: 

a) During the first year of continuous work, (__4__) days;

b) Two through five years of service, (__8__) days;

c) Six through ten years of service, (_12_) days;

d) After ten years of service, one additional day of paid vacation for each additional year of service to

a maximum of 30 days.

3490.3​ Employees who have completed six months in regular status may take their vacation time all at 

once, or gradually, with the prior written approval of their supervisor. No vacation may be taken until the 

employee has completed at least six months in regular employee status unless approved by the General 

Manager in writing. 

3490.4​ Vacation time may be accumulated or postponed. The total accumulated vacation time shall not 

exceed that amount earned annually by the employee. Only one week of accumulated vacation may be 

used in addition to regular vacation time during any given year. 

3490.5​ At termination of employment for any reason, the District shall compensate the employee for 

his/her accumulated vacation time at his/her straight time rate of pay at the time of termination. 

3490.6​ The District will not require an employee to take vacation time in lieu of sick leave during periods 

of illness. However, the employee may elect to take vacation time in case of extended illness where sick 

leave has been fully used. The District will not consider granting a leave of absence for medical reasons 

until all accumulated sick leave and vacation time have been used. 

3490.7​ If a holiday falls on a workday during an employee's vacation period, that day shall be considered 

as a paid holiday and not vacation time. 

3490.8​ Vacations may be scheduled at any time during the year upon written approval of the General 

Manager or Board President or Vice-President. 

3490.9​ Vacations are provided by the District to employees as a period of exemption from work with pay 

for the purpose of rest, relaxation and recreation. This respite is a benefit and is intended as an aid in 

maintaining the long-term and consistent productivity and contentment of the employee. As such, pay in 

lieu of vacation time away from work shall not be permitted except in situations of hardship or cumulation in 

excess of (_60_) hours. Said pay off shall be submitted for approval by a majority of the Board of Directors. 




