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GCJ - PROFESSIONAL STAFF TIME SCHEDULEStc \l2 "GCJ - PROFESSIONAL STAFF TIME SCHEDULES
Employees are expected to be at their duty stations during the school term one-fourth hour before classes are scheduled to begin in the morning and one-half hour after classes are scheduled to end in the afternoon.

When it is necessary for school staff to leave school grounds during the work day, they are to notify the school office that they must be away from the campus and require authorization to be gone.  Staff members who consistently fail to notify the office when they leave may have the unauthorized time charged against personal leave.  When the personal leave has been used, a payroll deduction will be made from their next pay check based on their hourly wage.

Every type of leave requires approval by the superintendent or his/her designee.  A leave form must be filled out and approved and turned in to the bookkeeper by the Wednesday preceding the scheduled regular monthly board meeting to insure that unnecessary deductions will not be made against his/her payroll check.
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