
 

Personal Leave Frequently Asked Questions 

What is a personal leave of absence? 

Personal leave of absence is voluntary, non-medical leave requested by an employee for 
personal reasons not covered under other leave categories (e.g., illness, maternity, 
military). It may be paid or unpaid, depending on the type of leave and available accruals  

Who is eligible to request a personal leave? 

All WCSD employees may request a personal leave of absence. Approval is subject to the 
terms of the negotiated agreement and administrative discretion. 

How do I request a personal leave of absence? 

Leave of Absence Request Form  

Are there blackout dates for personal leave? 
Yes. Personal leave cannot be used on the following days unless approved:  

• The first or last five student days of the school year 

• The day before or after a holiday or break 

• Professional development days 

• Parent conference days 

Exceptions may be made by the principal and Area Superintendent in writing. 

Do I need to give notice? 
Yes. You must request personal leave at least 5 days in advance, unless there is an 
emergency. 

 

 

 

https://app.smartsheet.com/b/form/26d30179436842bfaee9e4e7b42727f7

