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6/15/2016 
 
To:  Supervisors 
 
From:  Mitch Mollring 
 
Re:  Establishing work calendars for staff who work a non-traditional or additional day contract. 
 
 



5. Schedule additional days with the supervisor. 
 

a. Weekends may not be used to meet contract days. 
b. District Holidays may not be used for additional days. 
c. Employees do not report on snow days.  Schedule make-up days with supervisor. 

 
6. Days you are scheduled to work. 

 
a. If an employee is sick on a scheduled work day he/she should use a sick day. 
b. Employees may not flex scheduled work days for sick leave or FMLA purposes. 

 
7. Supervisor Restrictions: 

 
a. Work collectively with your employees to establish work calendars that maximize their work 

time. 
b. Respect the employee’s time, being mindful to not require employees to come in for one or 

two days in the middle of an extended break. 
c. Breaks in the calendar – it is sometimes appropriate to have a break in the summer and 

bring employees back the last week of July to prepare for Fall Workshop. 
 

8. Any requests for variations regarding the employee calendar restrictions will be determined by Human 
Resources. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Millard Public Schools 

Department of Special Education 
 

Continuous Year Calendar Procedures for Staff Members Working in the Early Childhood Special Education 
Program for PART C (Infants & Toddlers) 

 
1. First Day – First workday in August is the first possible extended contract day that can be used. 

 
2. Last Day – Last workday in July is the last possible extended contract day that can be used. 

 
3. Work the identified/scheduled work days: 

 
a. All Fall Workshop days 
b. Last week of the school year



 
Scheduling of Individual Staff Member Continuous Year Calendar 

 
1. Each staff member develops his/her own Continuous Year calendar to reflect the required number of 

work days. 
 

a. Schedule submitted to Coordinator of Early Childhood Programs for review and approval. 
 

2. Upon request, or as identified in District procedures, the Director of Special Education will review 
Continuous Year calendars and/or requests for changes to a previously approved calendar. 

 
3. Absence from work on all scheduled work days (as identified on each individual’s Continuous Year 

calendar) is to be in accordance with District approved absence procedures. 
 


