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Employees of Council meeting 12-month employment status per ESC Policy 4433-Vacation, will receive a paid vacation benefit.  The benefit will include 10-days per year upon hiring the first year, 15-days per year at the fifth year of employment, and 20-days per year the tenth year of employment.  

Vacation time will be accrued each month at 1/12 the annual benefit rate.  Employees will not accumulate more than 30-days of vacation at any given time.  Vacation time earned beyond the 30-day reserve will be forfeited.  Unused vacation will be paid to the employee upon separation from employment.

Scheduling of vacation will be conducted via the electronic outlook calendar.  Employees should designate on their electronic calendar when they will be out of the office during regular business hours.  All vacation time must be approved in advance by the Executive Director.

Vacation requests for a week or more should be entered into the employee’s electronic calendar at least two weeks prior, for one day-entered one day prior, for two days-entered two days prior.  A minimum of one-quarter day (2-hours) is required when using vacation time.

Employees shall report vacation leave in writing on the Logan County Educational Service Center Employee’s Report of Absence Form.   The vacation request form shall be submitted to the Executive Director with the employee’s monthly time sheet by the first Friday of the following month, unless the first of the month falls on a Friday, it will be due on the second Friday.  

