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PERSONAL/PROFESSIONAL LEAVE REQUEST 

 
 

School _______________________ Employee _________________________ 
 

 
Leave Date ___________________ 

 
 

Recommended by _________________________________ Date _________ 
                                          Principal’s Signature 
 

 
 

 
At the beginning of every school year, personal/professional leave shall be credited 

as follows: 
a) teachers with 15 or more years Robertson County experience- 4 days 

b) teachers with 10, but fewer than 15 years Robertson County experience- 3 days 
c) teachers with less than 10 years Robertson County experience- 2 days 

 

Leave may be taken at the discretion of the teacher, who shall notify the 
administrator at least three (3) days in advance, except in case of emergency. 

 
Leave shall not be taken: 

a) when as much as 10% of the teachers of the school are absent; 

b) during examination or grading periods; 

c) for less than a full day; 
d) immediately before or after a school holiday/vacation; 

e) for a scheduled professional development/in-service training day; 
f) for a scheduled parent-teacher conference day. 

 

At the end of each school year, all unused personal days will be credited to sick 
leave. 

  

 
 


