Request to Apply
O CREUVRIE Compensatory Time to
—— Accrued Sick Leave

Forward Thinking, High Achieving.

Signed request must be submitted to the Human Resources Department no later
than June 15t of each year.

Employee: Building
Please print

Please apply of my compensatory time to accrued sick leave.
(# of hours)

A copy of the compensatory time tracking sheet signed by the principal/supervisor must be
attached.

Date Employee’s Signature
Date Principal’s/Supervisor’s Signature
Date Director of Human Resources’ Signature

PAYROLL OFFICE USE ONLY

EMPLOYEE #

HOURS APPROVED & APPLIED

(Per article: 7-6, Every effort will be made to schedule Child Study Team meetings, Individualized Educational Program
meetings and Section 504 meetings within the eight (8) hour work-day. However when these meetings extend beyond the eight (8)
hour work-day, bargaining unit members may accrue compensatory time on an hour-for-hour basis with the compensatory time being
accrued in fifteen (15) minute increments. Compensatory time will be taken at a time mutually agreed upon between the bargaining unit
member and superuisor. At the conclusion of the school year, teachers may opt to have their compensatory time applied to accrued sick
leave by filling out a form supplied by the Human Resources Office identifying the hours earned over the course of a school year to be
applied. The form must be signed by the principal and Director of Human Resources or designee. These hours will only be applied to sick
leave once per year with a deadline established by the District. Teachers who miss the established deadline for requesting their
compensatory hours be applied to their sick leave balance will not lose these hours but must wait until the next year to submit their request
or use the time as compensatory time prior to the end of the school year.)



