
 
 

 

         
 
 
DATE:  September 9, 2011 
 
TO:  All Administrators with Pay Type 01/6E (Adult Ed, Secondary Ed) 
 
FROM: John Mann, Director 
 Summer Romagnoli 
   
SUBJECT: Work Calendar/Implementation of Furlough Days 
 
The District recognizes that there has been some confusion regarding the implementation of furlough days 
due to the complicated payroll structure and work calendar system that exists.  The purpose of this 
memorandum is to clarify the furlough dates for Administrators on the 01/6E work calendar and to 
provide clear expectations for managing the furlough implementation process.    
 
Administrators on the 01/6E work calendar will have three furlough days:  December 22, 2011, January 6, 
2012 and June 7, 2012.  Additionally, Thursday, June 7, 2012, is now a non-work day for all employees.  
Therefore, some SRP (see individual work calendars) will need to make-up this extra non-work day by 
working extended hours on June 4, 2012, June 5, 2012, June 6, 2012 and June 8, 2012.   All 
administrators will work their regularly scheduled number of hours during this week; however, each 
department and school must arrange the administrators’ work schedules during this week to ensure 
adequate levels of supervision for SRP that are working extended hours. It is important that all employees 
follow their approved schedule during the weeks in which furlough dates occur.  Do NOT work 
additional hours during those weeks.  Please stress this important requirement with all employees, as there 
will be no exceptions.  
 
Worksite Supervisors will set the specific extended hours for each impacted SRP to best meet the needs 
of the department/school.  Employees wishing to use one of their personal days instead of working the 
extended hours during the week of June 4, 2012, should be granted permission to do so whenever 
possible.   
 
The District has received concerns from employees and acknowledges that having a mid-week 
furlough day is not preferable for many employees; however, given all of the factors involved with 
the many different work calendars, this was the most practical date for the entire District.      
 
Every work calendar has been posted on the District website, along with the clarifying memorandum, for 
each group of employees.  Please take the time to review these memorandums and to ensure that all of 
your employees have a clear understanding of their furlough days and their work schedules for the 2011-
2012 school year.    
 
As always, should you have any questions or concerns regarding this issue, please do not hesitate to 
contact the Communications Department.   


