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ARTICLE VIII  LEAVES OF ABSENCE 
Section 2.  Personal Absence:  The purpose of personal absence is to provide protection for the teacher so 
that the employee does not suffer income loss for personal affairs. Teachers should not accept a position 
with another employer knowing that the schedule of that employer is likely to conflict with the established 
work schedule of the district. 

 Subd. 1.  Procedure: 

a.      A teacher planning to use personal absence shall notify the Human Resources Office at least forty-
eight (48) hours in advance except in the case of an emergency approved as such retroactively by the 
Executive Director of Human Resources. 
 
b.      Bereavement absence not covered under Section 4, Subds. 1 and 2, of the bereavement absence policy 
or family illness absences is automatically allowable for personal absence. 
 
c.      Failure to provide timely notification may result in discipline. 

Subd. 2.  Limitations: 

a. Personal absence days may not be used to earn income from another employer. 
 

b. No more than (2) licensed staff or five percent of the staff, whichever is greater, at any site may use 
personal absences on a particular day.  Personal days will be granted based on the order requested at the 
site. 

 
c.  Personal absence shall not be granted for appearing before governmental bodies in which the petitioner 
for personal absence is a participant to any degree, including membership in an organization, in any action 
brought against the Board of Education of District 191. 
 
d. In addition to b and c above, personal absence is not to be used for vacation, recreation or leisure-time 
activities when taken sequentially with a general absence, the day prior to and the day following winter 
and spring breaks or during the first and last week of the teachers’ / work year. Rreasons must be given 
when a personal absence falls sequentially with a general absence or during the first and last week of the 
teachers’ work year. On the days specified, personal absence is for personal affairs, the time and 
occurrence of which are not within the teacher’s control but the nature of which requires the teacher’s 
presence. 

 

 
 
 


