KELLER ISD Key Strategic Priority: 4
ADMINISTRATIVE REGULATION Workforce
Leave - Schedule Limitation Days DEC(R5)DEC(R5

Schedule Limitation Days are identified days on which impacted employees will be “docked” if they take an
approved absence. If an employee takes an approved absence on a Schedule Limitation Day, only the
“dock” will be taken; available leave will not also be charged.

Non-discretionary Schedule Limitation days

State Assessment days

If an employee takes an approved absence on a state assessment day, 1 day will be “docked”. The
Substitute & Absentee form must be marked with Code 098 - Dock Day. On a day identified on the
Instructional Calendar for state-mandated assessment, only employees of campus levels at which testing
is scheduled are impacted. While testing may only occur during certain periods of the day, if the
absence is for a whole or half day, the dock is for a whole or half day.

Discretionary Schedule Limitation days

Professional development days

The district believes in the value of collaborative and first-hand professional development, therefore the
district has identified work days within the instructional calendar for staff to participate as a grade level,
department, campus, feeder pattern, horizontally and vertically, etc. The district believes that a valuable
part of a book study or staff development is the group environment and the dialogue. Staff must be able to
interact and dialogue about their ideas, discuss implementation, and determine follow up activities. These
beliefs will be utilized by administrators when making decisions regarding usage of leave vs. dock status on
professional development days. A teacher “workday” does not fall under the definition of professional or
staff development day and therefore, is not an identified schedule limitation day.

The purpose of the Early Release is to allow for professional development, therefore:

e on a day identified on the Instructional Calendar as an Early Release Day K-8, only the campus
employees on K-8 campuses are impacted.

e on a day identified on the Instructional Calendar as an Early Release Day 9-12, only the campus
employees on 9-12 campuses are impacted.

Example:

If Campus Administration deems the professional development cannot be replicated and the professional
development only occurs in the afternoon on an Early Release Day, the dock would be only for a %2 day. If
the employee was absent for the entire day, they may record ¥z day as leave (if they have a balance
available) and %2 day as dock on the Substitute & Absentee form. If Campus Administration deems the
professional development can be replicated, then the campus employee would record the entire day as
leave (if they have a balance available) with no part of the day “docked”.

Discretionary days before and after school holidays
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On days before and after school holidays, all employees are impacted. A school holiday is defined as a day
when the district’s central administrative offices are closed. If students are not in attendance on the day
before or after a school holiday, employees are only impacted if the day is also designated as a professional
development day for the campus level.

Campus Administration and Function leaders will have discretion on whether to grant a leave day to the
requesting campus employee.

e Campus administration will base the decision on criteria such as: impact to students/campus,
availability of a suitable substitute, requesting employee’s attendance on other schedule limitations
days, completion of required tasks (GradeSpeed, Lesson Plans), etc.

e Function leaders will base the decision on criteria such as: impact to function/department,
requesting employee’s attendance on other schedule limitations days, completion of required duties

and responsibilities, etc.

Schedule Limitation Days
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