SYCAMORE

COMMUNITY SCHOOLS

OAPSE Employees
Vacation Payment in Lieu Request Form for
Eleven Month+ Employees

Please complete the section below to request payment for unused vacation time. In
accordance with Board of Education policy, OAPSE employees working eleven (11) or
more months who have reached their maximum vacation allotment are eligible for a
one-time payment per contract year.

Policy Details:

Election: Eligible employees may receive payment for up to five (5) days.
Rate: Payment is calculated at the employee's regular per diem rate.

e Adjustment: Requested days will be deducted from the employee’s maximum
vacation day balance.

To Process: Please return this form to the Payroll Department or email it to
payroll@sycamoreschools.org.

Name:

| request that the Treasurer's office pay the allowable balance of unused vacation

daysonthe____ payroll.

Signature Date

Rev. 1/21/26



