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POLICY NUMBER:
3490
3490.1
This policy shall apply to regular employees in all classifications
3490.2Paid vacations shall be provided according to the following schedule on an annual basis.  Total vacation time will be provided to eligible employees upon completion of their one-year anniversary.
· After one year of full-time continuous employment, 40 hours of vacation time.


Paid at the regular hourly rate for currently held position. 
· From two through five years of full-time continuous employment, 100 hours of vacation time. 
  Paid at the regular hourly rate for currently held position.
· From six through ten years of continuous employment, 120 hours of vacation time.
  Paid at the regular hourly rate for currently held position. 
· After ten years of continuous employment, 200 hours of vacation time. Paid at the regular hourly 
  rate for currently held position. 

3490.3Employees who have completed one year of permanent employment will be eligible for vacation.

3490.4Vacation must be approved by the General Manager in writing.
2500.2 3490.5Vacation time must be used within the fiscal year. 
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 until all available 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 employees’ supervisor/General Manager.
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. However, if vacation is available, and employees wish, they may be paid in lieu of. We do not encourage this but do understand circumstances of life.
3490.10   At termination of employment for any reason, the District shall compensate the employee for any remaining vacation time, at appropriate rate for position held at time of termination.

34910.11   At the end of each fiscal year, (June 30th) any remaining vacation time for that fiscal year will be cashed out to each employee. Eligible employees will start each new fiscal year with vacation hours according to the schedule determined by their length of employment.
New employees whose anniversary date (1 year from date of hire) is other than July 1st, will be required to cash out any remaining available vacation hours on June 30th of that year. The new employee’s vacation anniversary date will then change to July 1st for the remainder of employment with California Pines Community Services District. 
3490.12
Full-Time employment is defined as a minimum of 32 hours per work week.
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