POLICY TITLE: Personal Leave POLICY NO:
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With-prier-approval-from-supervisoers; Each employee may be granted, upon written request filed

with the building principal, department supervisor, or director and approved by the
Superintendent, four (4) days of personal leave, as defined by the employee’s regular work day,
at no cost to the employee. This leave may be taken for any reason deemed necessary by the
employee. I 1 emerge C Pri Hig IS 1 ible. the

istaken: There will be one (1) day allowed to carry over to the next year with a maximum of
five (5) days in any given year. After each full year of employment, compensation for days of
personal leave not used by the employee will be paid by the District to the employee at the rate
of 55% of the employee’s daily rate. No more than ten percent (10%) of the staff supervised by
the same principal, department supervisor or director may be on personal leave at the same time,
unless a greater percentage is authorized by the Superintendent.
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