MIDVIEW LOCAL SCHOOL DISTRICT

CLASSIFIED PERSONAL LEAVE FORM



A. Bargaining unit members shall be granted up to three (3) days per year of non-cumulative unrestricted personal leave for business purposes and/or extenuating circumstances which cannot be resolved or rescheduled on the bargaining unit members’ free time.
B. Unrestricted personal leave may not be used for rest or recreation, to extend holidays or recesses, to provide a vacation for social or fraternal functions, to attend business trips with a spouse, or to engage in or seek other employment, and cannot be taken when use of sick leave is appropriate.

C. Unrestricted personal leave may not be used the first or last week of school, or three days before or after a vacation/holiday without prior approval of Superintendent, which will only be granted on an emergency basis with no result in loss of pay.

D. Two (2) days attendance at a funeral for a member of the immediate family as defined in Section 5.05, cannot be charged against merit incentive pay or sick leave.



Check One:

_____ First Day


Date(s) Requested: ______________________________





_____ Second Day

_____ Third Day

_____ Bereavement Leave for Immediate Family (Two (2) days only)

I, ___________________________________, hereby certify that I am using personal leave for purposes and/or extenuating circumstances which cannot be resolved or rescheduled other than during my working hours.

_________________

________
__________

___________________

Employee Signature

Approved
Disapproved

Supervisor’s Signature

________________

________
__________

______________________

Date of Application

Approved
Disapproved

Superintendent’s Signature
