
WASHINGTON WEST SUPERVISORY UNION 
CENTRAL OFFICE 

EMPLOYEE BENEFIT GUIDELINES 
 

 
Washington West Supervisory Union Central Office has four types of employees: 

- Full-Time Year-Round Employees (235 days):  Employees who are contracted to work year-
round and are entitled to vacation and holidays. 

- Part-Time Year-Round Employees:  Employees who are contracted to work year-round at 
reduced days or hours.  These employees are entitled to vacations and holidays at a prorated 
rate. 

- Full-Time Designated Days Employees:  Employees who are contracted to work a certain 
number of days per year at 8 hours per day.  These employees are not entitled to vacations 
or holidays. 

- Part-Time Designated Days Employees:  Employees who are contracted to work a specific 
number of days per year at less than 8 hours per day.  These employees are not entitled to 
vacations or holidays. 

 
I.      PAID HOLIDAYS FOR YEAR-ROUND EMPLOYEES 

Year-Round Employees will receive eleven (11) paid holidays. The paid holidays are as follows: 
    January 1  New Year’s Day 
    February  Presidents’ Day (floater) 
    March   Town Meeting Day 
    May   Memorial Day 
    July 4   Independence Day 
    September  Labor Day 
    November 11  Veterans’ Day (floater)  
    November  Thanksgiving  
   November  Day after Thanksgiving 

    December 24  Christmas Eve 
    December 25  Christmas 

 Part-time, year-round employees will receive prorated holiday time. 
 
II.      PAID LEAVE TIME 
         The WWSU Board/Executive Committee is committed to providing paid leave time for 
         personnel, to assist with customary individual needs that occur as a result of sickness, death of 
         a family member or close friend, personal business, religious observances, parental duties, and 
         civic duties.  Both calendar year employees and employees contracted to work a specific 
         number of days are eligible for comprehensive leave.       
 
        Periods of time noted below pertain to full-time, year-round employees.  Leave time 
       will be prorated in terms of hours and/or days for part-time, year-round employees and 
       designated day employees. 
 
         Comprehensive Leave:  All leave days are paid unless otherwise stated.  Each new full-time, 

year-round employee (hired as of 7/1/08) will be credited with twenty (20) comprehensive 
leave days each year.  Full-time, year round employees hired before 7/1/08 will be credited 
with ninety (90) comprehensive leave days.  Leave days not expended may be cumulative to a 



maximum of ninety (90) days.  Comprehensive leave days for part-time year-round employees 
or designated day employees will be prorated.  The comprehensive leave days may be used 
for the following purposes: 

 Personal sickness, to attend to the illness of a family member, and to cover medical 
     appointments.  The Superintendent may request medical certification from an employee in 
     the event he/she is absent from work due to illness for five (5) or more consecutive days. 
 Personal business and emergency situations cumulative up to four (4) days for employees.  

Employees will be paid for any unused days, only to the maximum to which they are 
entitled for this purpose, at a rate consistent with the cost of substitute staff.  An employee 
will notify the Superintendent or his/her supervisor of the intent to take personal leave as 
soon as possible but not later than twenty-four (24) hours in advance of the leave, except 
in emergency situations. 

 Bereavement of up to five (5) days per occurrence, following the death of a family 
member or close friend. 

 Religious observances. 
 Parental leave after the birth or adoption of a child.  Paid leave for this purpose is limited 

to a maximum of thirty (30) workdays and will follow the Family Medical Leave Act and the 
Parental and Family Leave Act. 

 
        Civic Leave:  Civic leave is for the purposes of jury duty or military service. 

 Military duty:  WWSU Central Office will pay the difference between per diem for military 
service and the employee’s per diem salary for up to two (2) weeks of military service. 

 Jury duty:  Employees who are called to jury duty are paid their per diem salary for the 
length of service required by the judiciary.  Any monies received from the court are turned 
over to the WWSU Central Office. 

 Legislative office:  The WWSU Board/Executive Committee, at its discretion, may grant an 
unpaid leave of absence for an employee elected or appointed to the Vermont Senate or 
House of Representatives. 

 
Leave of Absence:  A leave of absence, with or without pay, may be granted to employees 
at the discretion of the WWSU Board/Executive Committee.  An employee granted a leave of 
absence shall be entitled to maintain the same position he/she held at the time the leave 
commenced, if available, or to a substantially equivalent employment position. 

 
Professional Leave:  Professional leave days may be granted at the discretion of the 
Superintendent for the purpose of further developing the individual’s professional goals as they 
relate to the WWSU Central Office. 

 
Vacation Leave (full-time or part-time year-round employees only):  Each new full-
time, year-round employee (hired as of 7/1/08) will receive ten (10) days of vacation.  For 
each additional year the employee works at WWSU Central Office, that employee will receive 
one (1) additional day of vacation up to a maximum of twenty-five (25) days. 
For employees hired before July 1, 2008, their vacation time will be adjusted according to their 
employment date. 
Part-time, year-round employees will have this vacation time prorated according to their FTE. 
Full-time, year-round administrators’ vacation leave will be negotiated in their individual 
contract. 
 



Occupational Injury:  All employees will be covered by workers’ compensation insurance as 
a protection against personal injury while on duty.  Whenever an employee is absent from 
work due to an occupational injury for which he/she receives workers’ compensation benefits 
from the WWSU Central Office or its insurance carrier, the WWSU Board/Executive Committee 
shall pay the employee for the period during which the employee receives disability benefits, 
the difference between such benefits (including dependency allowance) and the employee’s 
salary for a period not to exceed ninety (90) days each school year. 

 
An employee who is absent due to an occupational injury for which he/she receives workers’ 
compensation benefits from the WWSU Central Office or its insurance carrier, and who has 
exhausted comprehensive leave benefits, is entitled to an unpaid leave of absence for up to 
two (2) years during which he/she receives disability benefits. 

 
III.   INSURANCES 
       Employees are eligible for the following insurance benefits as per their employment agreement: 
 

A. Health Insurance (those employees who work 17.5 or more hours per week) 
Those employees whose employment agreement provides health insurance may choose a 
plan (single, 2-person, or family) within the two options provided:  VEHI Dual Option or JY 
Managed Benefit Plan.  The employee would pay 20% of the premium, and WWSU would 
pay 80%. 
Payment in lieu of health insurance will be $700, prorated by FTE, for year-round 
employees. 

      
       B.  Dental Insurance 
            Those employees whose employment agreement provides dental insurance may choose 
            single, 2-person, or family coverage, with the full cost being paid by WWSU.  Part-time, 
   year-round employees and designated day employees’ cost would be prorated according to 
    their FTE. 
 
       C.  Life Insurance 
            $50,000 term life insurance, consistent with the teachers’ contract will paid by WWSU for 
  each employee. 
  Administrators at Washington West Central Office may negotiate a different amount. 
 
       D. Disability Insurance 
           Disability insurance will be provided to all employees as determined by WWSU. 
 
IV.    WORKERS’ COMPENSATION 
        All employees are protected by workers’ compensation benefits which apply when an employee 
        is injured while carrying out central office business in accordance with contract conditions and 
        specified duties. 
 
 V.    REIMBURSEMENT FOR STAFF DEVELOPMENT 
        The WWSU Board/Executive Committee recognizes the responsibility to assist individuals in 
        meeting professional goals as they relate to the Central Office.  A pool of professional 
        development monies is available for professional development.  These funds are allocated at 
        the discretion of the Superintendent or his designee. 



 
VI.    EMPLOYEE EVALUATION 
        Employees will be evaluated annually based on their job description. 
 
VII. RIGHT OF APPEAL 

In the event a question arises as to the conditions of employment or the interpretation of these 
guidelines and it cannot be resolved by the employee and their supervisor, it should be referred 
to the Superintendent.  Should the issue remain unsolved, the Superintendent will refer the 
matter to the WWSU Executive Committee for review.  If the employee reports directly to the 
Superintendent, the employee can refer the matter to the WWSU Executive Committee only 
after they have advised the Superintendent of their intent to do so. 
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CENTRAL OFFICE EMPLOYEE BENEFIT GUIDELINES 

CHANGES FROM PREVIOUS EDITION 
 

 

 
BENEFIT  FULL-TIME EMPLOYEE    PART-TIME EMPLOYEE       CHANGE 

 

Holidays   11 holidays per year         Prorated x FTE        None 
 

Vacation   New hires as of 7/1/08         Prorated x FTE        Yes, was    
   10 days/year, then 1            15 days/yr. 

                                   additional day/year up  
to 25 days; hires before      Changed maximum  

7/1/08 are grandfathered      to 25 days  5/14/14 

& will increase once they 
   have reached the 

   appropriate number of 
years. 

    

 
Comprehensive   New hires as of 7/1/08        Same but prorated           Yes, was  

(see personal  20 days, cumulative up        x FTE        90 days/yr. 
leave below)  to 90 days; hires before 

   7/1/08 are grandfathered. 
 

Personal   4 days/year; paid sub        Prorated x FTE;       None 

(part of the   rate for any unused days.       Paid sub rate for any 
comprehensive            unused days. 

leave days) 
 

Maternity leave            Up to 30 days paid &               Prorated x FTE      None 

   follow FMLA/PFLA 
 

Health Ins.  80% paid by district;              Over 17.5 hrs./wk      None 
(single, 2-person,         $700/yr. in lieu of        full health x FTE 

family)                         JY or Dual Option 
 

Life Insurance  $50,000 or as          $50,000       None 

   negotiated for 
   administrators 

 
Dental Insurance  100% paid by district        100% prorated x FTE     None 

(single, 2-person,  

family) 
 

Long-Term  100% upon hire         100% upon hire     None 
Disability 

 

Workers’ Comp  As per federal law        As per federal law     None 
            

Holidays          Added Christmas  
          Eve  5/14/14 


