OTSEGO LOCAL SCHOOLS








REQUEST FOR PERSONAL LEAVE DAYS





Date: � FORMTEXT ��January 5, 1998�





I, � FORMTEXT ��Your Name�, do hereby request � FORMTEXT ��1.00� personal leave day(s), beginning on � FORMTEXT ��January 5, 1998� and ending � FORMTEXT ��January 5, 1998�. This is in accordance with the personal leave policy stated below.





A. 	Three (3) days of personal leave shall be allowable with no loss of compensation to members of the bargaining unit for personal business which cannot be conducted outside the regular school day.





B. 	Except in an emergency, personal leave shall be requested at least three (3) days in advance by written notice to the Superintendent upon the prescribed form.





C. 	No personal leave shall be taken on the first or last day of school nor on the day before or after a vacation or holiday recognized on the school calendar; nor shall personal leave be granted for seeking or engaging gainful employment.





D. 	The Superintendent shall reserve the right to deny the request for personal leave in the event substitutes are unavailable.





E. 	Personal leave shall not be unreasonably denied. Denial is subject to the grievance procedure.








Principal's initials: ________








____________________________________			______  Approved


Superintendent's Signature		


		______  Disapproved


__________________


Date


