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4409	  –	  Personal	  Leave	  
	  
Employees	  may	  take	  personal	  leave	  if:	  
	  

1) prior	  approval	  of	  the	  absence	  has	  been	  given	  by	  the	  Principal,	  AND	  
2) the	  presence	  of	  the	  employee	  requesting	  absence	  is	  not	  essential	  for	  effective	  school	  

operation.	  	  
	  
A	  leave	  form	  must	  be	  filed	  and	  approved	  by	  the	  Principal	  five	  (5)	  calendar	  days	  prior	  to	  leave.	  	  
	  
Unless	  otherwise	  approved	  by	  the	  Governing	  Board,	  personal	  leave	  will	  not	  be	  granted	  during:	  
	  

A) pre-‐planning,	  
B) post-‐planning,	  
C) in-‐service	  days,	  
D) day	  before	  holidays,	  
E) day	  after	  holidays,	  
F) first	  week	  of	  any	  semester,	  OR	  
G) last	  week	  of	  any	  semester.	  

	  
The	  Governing	  Board	  may	  determine	  that	  such	  leave	  should	  be	  granted	  due	  to	  an	  emergency	  or	  
extenuating	  circumstances	  beyond	  the	  employee's	  control.	  
	  
The	  Governing	  Board	  or	  Principal	  may	  refuse	  to	  allow	  an	  employee	  to	  take	  personal	  leave	  if	  
qualified	  substitutes	  are	  not	  available.	  
	  
	  


