PERSONNEL VACATIONS

The Comanche Board of Education will provide annual vacation with pay to those employees assigned to
twelve-month positions and to all hourly and daily rate employees whose period of service is continuous (90% of the
working days) throughout the year.

Vacation days are cumulative, or carried over from one school year to the next up to a maximum of 45 days. Upon
retirement or termination, personnel having unused vacation time earned during their employment are eligible to be
reimbursed for such vacation.

Vacation Year

A full year of service is from July 1 through June 30. Employees shall be eligible for the next higher vacation step on
June 30 of the year in which they complete the required number of years service. In effect, an individual employed
after July 15 may work some months longer than the scheduled years before reaching the next higher vacation step.

Creditable Years of Service

1. Service need not be consecutive. All full years of service as a contract, full-time employee of the
Comanche Public Schools will count toward vacation increments.

2. Twelve month contract years that have been successfully completed will count as "good" years
when computing vacation due on current twelve-month employees.

3. A portion of a year on a twelve-month employee beginning after July 15 will not count as an increment
year, but vacation will be granted for that portion of the year on a prorated basis.

Monthly Rate of Accrual

1. An employee must work one-half of the working days of a month to receive credit toward vacation for
that month (starting or terminating).

2 When a person is absent more than one-half of the working days of any given month, a vacation day is
not earned for that month.

Approval of Vacation Dates

The dates for all vacations must be approved by the immediate supervisor, and will be limited to 5 working days in a
row, unless otherwise approved by the superintendent.

Substitutes for Employees on Vacation

It is the responsibility of the immediate supervisor to arrange vacations at a time when a substitute will not be
required.



PERSONNEL VACATIONS (Cont.)

Vacation Accrual While on Sick Leave

1. With regard to computation of earned vacation time, absences of an employee on sick leave or vacation
are considered as time served.

2. Vacation days will not be accrued after the expiration of sick leave or for absences not covered by sick
leave or vacation time.

Eligibility

Employees shall be eligible for vacation days according to the following:

Years of Service Days Per Year
1-6 10 days
7 - more 15 days

The superintendent shall interpret the monthly accumulated earned vacation.
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GUIDELINES FOR OUTSIDE AGENCY REPRESENTATIVES
INTERVIEWING CHILDREN AT THE SCHOOL

The Comanche Board of Education recognizes that the primary function of the Comanche Public Schools is to educate
the students in a secure, non-threatening environment. For this purpose, the Board requests that interviewing of
students by any outside agency at the school be kept to a minimum. The purpose of this policy is to assist the school
representatives in fostering a trusting relationship with the parents of the students. Promoting trust and open
communication with the parents is essential to the student’s education. The following criteria are established to
minimize the disruption to the student, while still protecting the student from any abusive situations arising outside the
school setting:

1. The principal/designee will inquire of the agency representative whether it is necessary to interview the
student during the school day and on school grounds, and request that the interviewing be done outside of the
school day if possible.

2. All outside agency representatives (DHS, Child Welfare, Law Enforcement, etc.) seeking authority to
interview a student at school must receive authorization to do so from the building principal, or designee.

3. If a child abuse report is received while the student is in school, the principal/designee will allow agency
representatives access to the student. Identification should be requested from the person seeking to interview
the student at school from any person unknown to the principal/designee. If the principal/designee is
uncomfortable with the person seeking to interview the student, or that person’s credentials, or if the
principal/designee perceives that conditions or circumstances are not in the student’s best interest, access to the
student should be denied until further information or clarification can be obtained.

4. It is not required that the parents be notified prior to allowing the agency representative access to the
student, however the principal/designee may determine that it is in the best interest of the child to do so. If an
agency representative produces a court order to interview the student, the principal/designee must comply
without notifying the parent. The court order relieves the school district, its officials and employees, from any
legal responsibility.

5. An agency representative may not physically remove a student from the school without a court order or
prior notification of the parents.

REFERENCE: 10 O.S. §7102-7106

NOTE:

10 O.S. §7105 states that “[a]ny person who, in good faith and exercising due care, allows
access to a child by persons authorized to investigate a report concerning the child shall have
immunity from any liability, civil or criminal, that might otherwise be incurred or imposed.”




