
Personal Leave Time Payout (PLT) Days- From Policy 712 (Fringe Benefits)

Benefit-qualified employees are entitled to a maximum of 12 PLT days per year.Benefit-qualified
employees will receive an FTE prorated number of these PLT days. In addition, employees hired after
the start of the fiscal year will receive an annually prorated number of PLT days. A maximum of 180 PLT
days may be carried from year to year.

Employees who have served one (1) or more full years of continuous employment with Bluffview
Montessori School may be compensated for up to one half of their total personal leave time each year,
up to a maximum of 6 days, if PLT is not used.  Request for payment of unused PLT will be submitted by
the employee each year during the final staff workshop day.  If a request is not submitted on that day,
PLT days will be carried over to the following year.

Each employee will be compensated for unused PLT according to the following guidelines.

1. Licensed teachers: 75% of the daily rate based on teacher base pay and FTE.
2. Assistants and Paraprofessionals: 75% of the hourly base pay for the position and the FTE.

------------------------------------------------------------------------------------------------------------------------------------------------

Name: ____________________________________

Am I qualified?
❏ I work 20 or more hours per week
❏ I have worked at Bluffview for at least 1 full year of continuous employment

If you checked both of these, then you are qualified to apply for compensation of unused personal leave. Please
fill out the rest of this form.  If you are not qualified, please check the box below.

❏ I would like the remainder of my unused PLT time carried over.

1. Total amount of PLT available to me this year: _________

2. Amount of PLT I have used this year: __________

3. Unused PLT from this year that I would like compensated per policy 712 ( Maximum of 50% of #1)

__________

4. Amount of unused PLT from this year I would like carried over: ___________

(the totals of #2, 3 and 4 should equal #1)


