 NORDONIA HILLS CITY SCHOOLS
CLASSIFIED STAFF
Request for Personal Leave
Adopted 7/11


Date Submitted: ____________________________


	

	Employees may take three personal leave days without reason under the following conditions:

	

	•
	Request must be filed in the Assistant Superintendent’s office at least five (5) days prior to the date of the leave.

	•
	Personal leave may not be used more than one day in succession.

	•
	Personal leave days shall be restricted to two (2) employees per classification within a building.

	•
	Personal leave may not be used the day preceding or day following any school break, vacation period, or holiday.

	•
	Personal leave may not be used or during the first two (2) or last two (2) weeks of the school year or on Mondays or Fridays during the months of May and June.

	•
	Personal leave may not be used on days of state-wide testing.

	•
	Personal leave may not be used to pursue, in any way, outside gainful employment.

	•
	These restrictions may be waived at the discretion of the Superintendent or his designee.

	



	THE PERSONAL DAY IS REQUESTED ON  	

	                 DATE

	

		

	EMPLOYEE (SIGNATURE)                                (PLEASE PRINT)                                              BUILDING

	

	

		

	PRINCIPAL OR SUPERVISOR                           Recommend                                      Do not recommend

	

	

	

		

	ASSISTANT SUPERINTENDENT                      Approve	                                                        Disapproved

	



	TO BE COMPLETED BY THE CENTRAL OFFICE

	


	Number of Personal Day(s) used this year
		







Printed 7/2011
