
Employee Individual Calendar 
Frequently Asked Questions 

 
 

1. Who needs to fill out an Individual Calendar? 
All employees that work less than 245 days per year and do not follow a district student calendar. 

 
2. How do I know how many days to create my calendar for? 

The number of days that you work are based off your position.  You can find that information on the 
salary schedule in which your position is on, or email HumanResources@solanocoe.net to verify. 

 
3. What is the criteria for the non-work days that I have on my calendar? 

Individual calendars are based on program needs.  If you are working with students or in a school 
setting where children are present, then it is expected that those days are work days.  You will need 
to build your calendar around the needs of the students that you are serving.  Non-work days may 
include spring break for your district, days around holidays, etc. 

 
4. Who assists me with building my calendar and do I need to have my calendar approved? 

You will be working with your direct supervisor on building your calendar.  They will be the one to 
approve your calendar.   

 
5. What if I submit a calendar to Human Resources and then become ill or want to take personal time 

off?  Can I change my calendar to reflect sick leave or personal time off? 
No.  Calendar changes are made for program need.  If you become ill or need personal time off, 
then you will use your personal sick leave or personal necessity leave.   

 
6. Where do I find the calendar to start this process? 

You will find the Individual Calendars including detailed instructions on SCOE’s website.  
Departments > Human Resources & Educator Effectiveness > Calendars > SCOE Tab > Individual 
Calendar.  If you need assistance, please contact Human Resources at 707-399-4442. 

 
7. Is there a form that I file out for calendar changes that are for program need? 

For your convenience, you will find the Request for Calendar Change form on SCOE’s website.  
Departments > Human Resources & Educator Effectiveness > Calendars > SCOE Tab > Work 
Calendar Change Request Form. You will need to complete the form, have your supervisor sign and 
return the approved form to Human Resources. 

 
8. When is my calendar due to the Human Resources Department? 

For current employees, you will need to turn in your approved calendar no later than June 15th.  
This allows for Human Resources to process the calendar by July 1, to ensure that you are paid for 
the correct number of days.   

 
9. Can I work half days?  For example, I work 8 hours per day, am attending a 4-hour training that I 

must attend but wanted to take rest of the day off. 
No.  You would need to use your personal leave for the other 4 hours. 
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