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WORK YEAR PLANNING CALENDAR
INSTRUCTIONS FOR COMPLETION

WORK YEAR PLANNING CALENDARS are to be completed by employees in all classifications that work less than 261 days per year.
Work Year Planning Calendars are required for:

¢ Management staff working less than 261 days.
¢ Certificated SACP employees assigned to district sites and/or those working less than 100% FTE.
¢ All classified CSEA employees working less than 261 days and not assigned to a standard work year calendar.

WORK YEAR CALENDARS must be completed for several reasons:
¢ To correctly process an employee’s pay and retirement.
¢ Used to insure accurate absence reporting.
¢ Used by income protection providers to process disability claims.

IMPORTANT:

IF YOUR CONTRACT YEAR BEGINS IN JULY, YOU MUST WORK AT LEAST 10 DAYS IN JULY AND 10 DAYS IN AUGUST TO BE PAID FOR THAT MONTH. IF YOUR
CONTRACT YEAR BEGINS IN AUGUST, YOU MUST WORK AT LEAST 10 DAYS IN AUGUST TO BE PAID FOR THAT MONTH

Employees should check the appropriate box in the upper right-hand corner.
Individual calendar to be filled in by employee and approved by supervisor.

HOLIDAYS: All SCOE paid holidays are marked. If your assigned site/school district requires you to work on a SCOE marked
holiday, indicate by marking W (for work) on the holiday. Then circle the date that is recognized as a holiday by that site/school
district.

Line-eut all days you are not scheduled to work. The total # of days to be worked each month is entered in the blank space to the left
of the month. Please be sure that the total days are equal to the number of scheduled workdays for your assignment. Mark the first
and last day of your work year with an X.

SICK DAYS: If you are sick on a scheduled workday, an absence report form must be completed, signed and submitted to your
immediate supervisor.

REVISIONS: If it is necessary to change a scheduled workday or revise the calendar you have submitted, please prepare a NEW
calendar and note the revision date in the upper left hand box of the form. The NEW calendar must be submitted to your supervisor
and then forwarded to the H.R. Division Director. (1) Revisions are to be made in advance of the requested change and are not
intended to change prior workdays. (2) Revisions may be made for work related reasons only. (3) Work Year Planning
Calendars SHALL not be changed to schedule a sick leave day or any other type of paid leave day as a NON-WORK DAY.

DUE DATE: Calendars are required and due to Human Resources by May 1%. Calendars for new employees are due before they begin
work.

If you have questions regarding the completion of your calendar, please contact your supervisor. Thank you for your cooperation.
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