
Citizens of the World Los Angeles 
Draft Employee Handbook Changes (September 2015) 

Pending CWC LA Board Approval 
 
 
TO BE INCLUDED IN THE EMPLOYEE TIME OFF SECTION OF THE EMPLOYEE HANDBOOK 
 
Holidays 
 
The CWC LA calendar reflects any and all holidays observed by the School.  Full-time salaried 
employees working a twelve (12) month schedule receive pay for the following fifteen (15) 
holidays: 
 

- Labor Day*  
- Veteran’s Day* 
- Rosh Hashanah* 
- Yom Kippur* 
- Thanksgiving Day 
- Friday after Thanksgiving 
- Christmas Eve 
- Christmas Day 
- New Year’s Eve 
- New Year’s Day 
- Martin Luther King Jr. Day* 
- President’s Day* 
- Cesar Chavez Day* 
- Memorial Day* 
- 4th of July 

 
Salaried employees working a ten-and-a-half (10.5) month schedule receive pay for the holidays 
above denoted with an asterisk (*) in addition to the school’s regularly scheduled holidays for 
Thanksgiving, winter vacation and spring break. 
 
Days during the School’s calendared breaks, including holidays, shall be unpaid time for all non-
exempt hourly employees in active status. 
 
Recognized religious holidays may be taken off by an employee whose religion requires 
observance of the particular day.  Employees must request the day off in advance by written 
notice to the Executive Director or the employee’s supervisor.  The employee will be paid if the 
religious holiday is taken as an earned paid leave day (i.e., vacation, personal necessity day, 
etc., as applicable).  The employee will not be paid if the religious holiday is taken as a personal 
leave of absence day.  Employees on any unpaid leave of absence do not receive holiday pay.  
 
Vacation  
 
While CWC LA recognizes the importance of vacation as a period of rest and rejuvenation away 
from the job, vacations must be scheduled with due consideration for busier periods in the 
schools’ operations.  With this in mind, it is expected that vacation time will be taken when 
school is not in session, whenever possible. 
 



Full-time salaried employees working a twelve (12) month schedule are eligible to accrue twenty 
(20) days (based on an 8-hour workday) of vacation annually, accrued at a rate of 13.33 hours 
per month. 
 
Salaried employees working a ten-and-a-half (10.5) month schedule and non-exempt hourly 
employees are not eligible for vacation. 
 
Vacation can accrue up to a maximum of twenty-two (22) days (based on an 8-hour workday) 
of pay.  Once this cap is reached, no further vacation will accrue until some vacation is used.  
When some vacation is used, vacation will begin to accrue again.  There is no retroactive grant 
of vacation for the period of time the accrued vacation was at the cap.  Accrued unused 
vacation will be carried over to the following year.  Vacation must be used in four (4) hour 
increments. 
 
Recognizing the importance of planning for employees’ vacation time to avoid disrupting 
school operations, all vacation must be pre-approved by an employee’s supervisor in writing.  In 
order to request vacation, employees must fill out and submit to their supervisor an Employee 
Time-Off Request Form, which may be done electronically if this is part of the organization’s 
established processes.  This form must be received by an employee’s supervisor at least two (2) 
weeks prior to the requested vacation time.  These forms can be obtained from schools’ Office 
Managers, a human resources representative at the Regional Support Office, or on-line if 
appropriate.  Employees must report all vacation time on their time sheets, which may be done 
electronically as part of the organization’s established processes.  In the event that two (2) or 
more employees have requested vacation during the same period and may not be absent 
simultaneously, a supervisor will have discretion about which vacation to approve.  CWC LA 
retains the right to require an employee to cancel a previously approved vacation when 
necessary to meet CWC LA’s business needs. 
 
Vacation may not be utilized before it is earned.  An employee whose employment terminates 
will be paid for accrued unused vacation time based on the number of accrued hours of 
vacation and the employee’s hourly rate on the last day of employment.  Vacation does not 
accrue during any unpaid leave of absence. 
 
Sick Leave 
 
Sick leave is a benefit provided to employees as a cushion for incapacitation due to illness or 
injury.  Sick leave may be taken to receive preventive care (including annual physicals or flu 
shots) or to diagnose, treat, or care for an existing health condition.  Employees may also use 
sick leave to assist a family member (i.e., children, parents, spouses/domestic partners, 
grandparents, grandchildren, or siblings) who must receive preventative care or a diagnosis, 
treatment, or care for an existing health condition.  Finally, an employee may take sick leave to 
receive medical care or other assistance to address instances of domestic violence, sexual 
assault, or stalking.   
 
Sick leave is available to all CWC LA employees who work at least thirty (30) days within a single 
calendar year.  Unused sick time will be carried over to the following year as outlined herein.  
Sick leave must be taken by employees in increments of two (2) hours. All regular (non-
temporary/substitute) employees shall be credited with their sick time at the start of their 
employment or assignment for the school year. 
 
Full-time salaried employees working on a twelve (12) month schedule will receive ten up to (10) 
days of sick leave at the beginning of each work year, subject to a cap of twenty (20) days 



based on an eight (8) hour work day.  Employees who are hired after the scheduled work year 
has begun will receive a prorated amount of sick leave which under no circumstances will be 
less than three (3) days (based on an eight (8) hour workday).  
 
Salaried employees working a ten-and-one-half (10.5) month schedule will receive up to eight 
(8) days of sick leave annually at the beginning of each work year, subject to a cap of sixteen 
(16) days (based on an eight (8) hour workday). Employees who are hired after the scheduled 
work year has begun will receive a prorated amount of sick leave which under no 
circumstances will be less than three (3) days (based on an eight (8) hour workday). 
 
Non-exempt hourly employees will receive three (3) days of sick leave at the beginning of each 
work year, subject to a cap of six (6) days (based on an eight (8) hour workday). 
 
All temporary/substitute employees shall be credited with three (3) days of sick leave upon 
becoming eligible to receive sick leave benefits from CWC LA. 
 
Sick leave may only be used for the purposes specified in this policy.  Accordingly, CWC LA 
retains the right to request verification from a licensed health care practitioner for any absence 
due to illness, injury, or disability. 
 
Employees are not allowed to draw against unearned sick leave.  CWC LA does not pay 
employees upon separation of employment for unused sick leave.  Any unused sick leave at the 
time of separation or retirement may be transferred to another public school employer, or to 
CalSTRS for service credit, as applicable, at no cost to CWC LA. 
 
Eligible employees should call in to either their supervisor or a person designated by the Principal 
at their school site, as appropriate, as soon as they are aware that they are unable to report to 
work.  CWC LA requests that employees provide at least two (2) hours’ notice of any absence.  If 
medical circumstances allow, employees should fill out an Employee Time-Off Request Form 
before taking sick leave, which may be done electronically if this is part of the organization’s 
established processes.  These forms can be obtained from schools’ Office Managers, a human 
resources representative at the Regional Support Office, or on-line if appropriate.  If medical 
circumstances do not allow an employee to fill out an Employee Time-Off Request Form before 
taking sick leave, then the employee must complete this form as soon as they are medically 
able.  Employees must report all sick time on their time sheets, which may be done electronically 
as part of the organization’s established processes. 
 
Personal Necessity Leave 
 
Employees may use a portion of their sick leave for personal necessity annually as follows: full-
time salaried employees working on a twelve (12) month schedule may use up to three (3) days; 
salaried employees working a ten-and-a-half (10.5) month schedule may use up to two (2) days; 
and non-exempt hourly employees may use up to one (1) day of sick leave for personal 
necessity leave annually.  Employees who are hired after the scheduled work year has begun 
will receive a prorated amount of personal necessity leave. 
 
Uses of personal necessity leave may include, but are not limited to: death or serious illness of a 
member of the employee’s immediate family (this is in addition to Bereavement Leave); an 
accident involving the employee’s person or property, or the person or property of an 
immediate family member; adoption of a child; the birth of child making it necessary for an 
employee who is the parent of the child to be absent from their position during work hours; 
attendance at conferences not otherwise approved by the employee’s supervisor; personal 



legal matters; religious observances; and business matters that cannot be conducted outside of 
the workday.  Employees must request personal necessity leave at least two (2) weeks in 
advance unless an emergency situation occurs.  Requirements and processes about how to 
request personal necessity time off and record on an employee’s time sheet are described 
above in the sick leave policy section. 
 
Personal necessity does not carry over from year to year, and is not paid out upon separation 
from employment, as this leave is part of the sick leave provided above. 
 
 
TO BE INCLUDED IN THE EMPLOYEE WAGE & BENEFITS SECTION OF THE EMPLOYEE HANDBOOK 
 
403(b) Tax Sheltered Account Plan 
 
CWC LA offers a §403(b) Tax Sheltered Account Plan to all employees.  Employees have the 
ability to participate in this plan by making voluntary salary reduction contributions to the Plan 
on a pre-tax or post tax basis.  For more information about the Plan, please visit 
www.403bregs.com.  Click on the Employee Site Access link on the right, sort by state and select 
Citizens of the World - Los Angeles. 
 
To establish a §403(b) account, employees should contact a human resources representative in 
the Regional Support Office.  Employees will be asked to complete a Salary Reduction 
Agreement (SRA) and enrollment forms. 
 
Regular (non-temporary/substitute) employees who work thirty (30) or more hours per week, and 
who are ineligible for participation in CalSTRS, will receive a matching contribution of up to 3% of 
their gross compensation.  The CWC LA Board of Directors has the authority to approve a 
different matching rate for a specific employee.  The employer matching contribution will be 
made per paycheck only.  No employer “makeup” contribution for the year will be possible.  The 
employer’s contributions will start as soon as the employee’s contribution starts. 
 
Employees who qualify for the employer’s matching contribution will have a ninety (90) day 
waiting period before becoming eligible for the employer’s contribution and will become vested 
as follow: 
 
Years of Service  Vested Percentage 
Less than 1 year  0% 
1 year    33% 
2 years    66% 
3 years    100% 
  
An employee who chooses to defer to this plan and already defers to another employer’s 
§403(b), §401(k), SAR-SEP or SIMPLE IRA plan must indicate this on the SRA.  An employee who 
maintains a retirement plan for his/her own business must combine contributions from that plan 
with his/her deferrals to the CWC LA §403(b) plan to determine compliance with the §415 limit 
applicable to that employee’s §403(b) account. 
 
 
 
 


