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I. POLICY


Emergency Response (ER) Social Workers are allowed time “off the board assignments” 
during times of 
vacations, holidays, and protected time. The safety of children and the 
needs of the family 
claim priority in any given situation. The Supervisor along with the 
Division Manager has discretion 
to make time-limited changes to the board and to 
assignments as needed. The following procedures 
will apply for each of the above 
scenarios.
II.
PROCEDURE

A. VACATION
1. Time frames

a. There will only be approximately 25% of staff on vacation at any one time.

b. One Week vacation = one week “off the board” prior to vacation

c. Two or more weeks vacation = two weeks “off the board” prior to vacation.

2. Social Worker Responsibilities

a. Rotation “off the board” prior to vacation is to be used for the purpose of closing cases.
b. 
The amount of time “off the board” will depend on the number of cases to be closed and is at the discretion of the Supervisor.

c. It is the expectation that cases will be closed prior to the Social Worker leaving for vacation. Exceptions are by Supervisor’s approval only.

B. HOLIDAYS

Time Frames

1.
No more than 50% of staff can be off during the week of Thanksgiving and the week prior and the week after December 25th.


2.
Depending on coverage, staff will come “off the board” at the Supervisor’s 

discretion.

C. PROTECTED TIME
The intention of rotation “off the board” is to address compliance.

Time Frames

1. Staff will rotate “off the board” one Social Worker at a time, for one week, three times per year. During the periods of: 
Jan - Mar


Apr - Jun


Jul - Sept


2.
The scheduling of the week “off the board” will not coincide with vacation 

time.

3.
No rotation “off the board” during the last quarter of the calendar year.
D.
ROTATION BACK ON THE BOARD


Staff that have been gone on vacation or rotated “off the board” will rotate back 
on the board at position #2. 
Please read and be aware of the “Vacation Request Policy” memo from Director Joe Valentine dated 6/6/07 
CONTACT PERSON:
First‑line Supervisors and above may contact the ER

Program Analyst with questions regarding this 
Department Manual Section.
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