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DEL MAR UNION SCHOOL DISTRICT 
CLASSIFIED PERSONNEL 

  
BOARD POLICY 4262:  VACATION PLAN 
 
A. Eligibility:   

All classified employees shall be provided paid vacations.  Employees shall not be 
permitted to take vacation days during their initial 6-month probationary period. 

 
B. Paid Vacation:   

Employees shall accrue paid vacation according to hours of daily service, for each month 
they are in paid status.  Upon completing six (6) months of employment, employees may 
request from their Director/Supervisor to use vacation leave. However, employees may 
only use the vacation leave, which they earned during those six (6) months.  Any 
exception to this directive must be approved by the Superintendent.  All employees shall 
earn vacation benefits on a fiscal year basis (July 1 – June 30). 

 
C. Vacation Schedule For 12-Month Employees:  

o 12 working days with pay after one year 
o 15 working days with pay after five years 
o 18 working days with pay after ten years 

 
 Vacation Schedule For Less Than 12-Month Employees: 
 Employees who work less than 12 months shall accrue paid vacation prorated on the 

basis of the length of their regularly assigned work year. 
 
 Vacation Schedule For Management Employees: 
 Employees who are designated as management employees and who are 12-month 

employees shall receive twenty-two (22) working days paid vacation per year.  Such 
management employees who work less than twelve months shall receive paid vacation 
prorated on the basis of the length of their regularly assigned work year. 

 
D. Vacation Pay:  

Pay for vacation days for classified employees shall be the same as that which the 
employee would have received had they been in a working status.  

 
E. Vacation Pay Upon Termination:  

An employee terminating for any reason, after six (6) months of service, shall be paid for 
any unused vacation earned.  The termination date will be the employee’s last day of 
service, and any unused vacation to be paid will be computed to that date. 

 
F.  Vacation Postponement: 

1. If an employee’s vacation becomes due during a period when they are on leave 
due to illness or injury, they may request that their vacation date be changed, and 
the District shall grant such request in accordance with vacation dates available at  
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 the time.  The employee may elect to have their vacation rescheduled in 

accordance with the vacation schedule available at the time, or may request to 
carry-over vacation to the following year. 

2. If for any reason a classified employee is not permitted to take all or any part of 
their annual vacation the amount not taken shall be accumulated for use in the 
following year. 

 
G. Limit On Accrual Of Vacation:  

An employee may not accumulate more than twice their allowed annual vacation days of 
accrued vacation benefits.  If an employee’s balance of accrued vacation benefits reaches 
or exceeds twice their allowed annual vacation days, then the District will pay the 
employee the cash value of the number of days in excess of twice their allowed annual 
vacation days.  This payment and related adjustment to the employee’s benefit accrual 
balance shall occur at the subsequent pay period. 
 

H. Holidays: 
When a paid holiday falls during the scheduled vacation of an employee, such paid 
holiday shall not be counted as a vacation day. 

 
I. Vacation Scheduling:  

Vacations shall be scheduled by the District at times requested by employees consistent 
with the best interest of the District and within the District’s work requirement. 

 
J. Interruption Of Vacation:  

A classified employee shall be permitted to interrupt or terminate vacation leave in order 
to begin another type of paid leave without a return to active service, provided the 
employee supplies prior written notice and supporting information regarding the basis 
for such interruption or termination. 
 

K. Holidays: 
 
Classified employees shall be granted the following fourteen (14) holidays with pay to 
be scheduled each year by the District provided they are in paid status during a portion 
of the working day immediately preceding or succeeding the holiday: 
 

New Year’s Day Labor Day 
Martin Luther King, Jr. Day Veteran’s Day 
Lincoln’s Day Thanksgiving Holidays (2) 
Washington’s Day Christmas Holidays (2) 
Memorial Day New Year’s Eve 
Independence Day Admission Day or Local Holiday 

 
Classified employees also shall be granted pursuant to applicable and current law 
additional holidays which are declared by the President or the Governor, as provided for 
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in subdivisions (b) and (c) of Education Code Section 37200 for a public fast, 
thanksgiving or holiday; or any day declared a holiday under Education Code Section 
37222.  To be eligible for any such additional holidays, classified employees must be in 
paid status during a portion of the working day immediately preceding or succeeding the 
holiday. 
 
Pursuant to applicable and current law, classified employees also shall receive regular 
pay whether or not they are required to report for work on school days which pupils 
would otherwise have been in attendance but are not and for which certificated personnel 
receive regular pay.  To be eligible for any such additional paid day, classified 
employees must be in paid status during a portion of the working day immediately 
preceding or succeeding the paid day. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: 

Education Code section 45197, 45200 


