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Personal Leave shall be subject to the following regulation:  A.  Approval must be granted before absences by submitting a request in writing to the principal not less than thirty-six (36) hours prior to the absence.  B.  Except in the case of emergency, illness, or prior approval by the unit supervisor, personal leave cannot be used during:  (1) Orientation Week (2) The first two weeks of school (3) The last two weeks of school (4) The last duty day before a vacation or a board-declared holiday or recess (5) The first duty day after a vacation or board-declared holiday or recess C.  Personal leave shall not be granted on parent-teacher conference days unless approved by the Superintendent.  D. Personal leave days shall not be granted on in-service training days unless approved by the Superintendent.  Failure to follow personal-leave procedures will result in a disciplinary action, which may include having a day's pay subtracted from the individual's salary.                                                       
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