
BECS Employee Leave 

Paid Leave
Employees earn paid leave based on their job classification, see the chart below:

Staff Classifications PTO Sick/HFWA Vacation

School year staff Yes N/A (Covered 
under PTO)

N/A

Year-round staff N/A Yes Yes

Substitute Teachers & On-
Call

N/A Yes N/A

*School-year staff include teachers, paraprofessionals, office staff, health aides, 
technology staff, and administrators working between 182-230 days each year.

*Year-round staff include staff in the departments of facilities, finance, and 
technology. 
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Paid Sick/HFWA Leave (Personal Leave or 
PTO) - School-Year Staff:

Employee Type
Work Hours 

Per Day

Sick/HFWA/Personal 
Leave (PTO) Per School 

Year

Substitute Teachers Varies Earns 1.0 hour of Sick/HFWA 
leave for every 30 hours worked

Employee working 182-190 days 8 or more hours 56 hours PTO*

Employee working 191-195 days 8 or more hours 60 hours PTO*

Employee working 196-200 days 8 or more hours 64 hours PTO*

Employee working 201-205 days 8 or more hours 68 hours PTO*

Employee working 206-210 days 8 or more hours 72 hours PTO*

Employee working 211-215 days 8 or more hours 76 hours PTO*

Employee working 216-220 days 8 or more hours 80 hours PTO*

Employee working 221-225 days 8 or more hours 84 hours PTO*

Employee working 225-230 days 8 or more hours 88 hours PTO*

Year-round employees working 
260 days 

8 or more hours Earns 1.0 hour of Sick/HFWA 
leave for every 30 hours worked

*prorated for part-time employees working less than 8 hours a day
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Requesting Leave
To request leave, please follow the procedure listed in the employee handbook.

Holiday and Vacation Leave

Holiday Leave
Holiday and Vacation Leave is for year-round/12-month employees only.  Holidays 
are built into the regular school calendar for all other employees.  Holidays for year-
round/12-month employees are based on their normal scheduled work hours.  The 
holidays are as follows:  Independence Day, Labor Day, Thanksgiving Day, Friday after 
Thanksgiving, Christmas Day, New Year’s Day, Martin Luther King Day, Presidents’ Day, 
Memorial Day, and Juneteenth.

Vacation Leave
Year-round employees are eligible to accrue vacation leave immediately upon hire 
or upon the completion of the introductory probationary period.  Vacation leave will 
accrue every pay period based on the schedule listed below.

Years of Service Hours Monthly Hours Annually

0-5 years 6.67 80.04*

5-10 years 10 120*

Beginning the 10th year of 
employment

12 144*

The maximum accrual cap on 
vacation hours is two years of 
accrual based on the annual 
hours listed above or 160.08*, 

x
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240*, or 288*. Employees will 
begin to earn vacation once their 
vacation balance falls below this 
cap. 

*prorated for part-time employees working less than 8 hours a day.
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