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PERSONAL LEAVE:  ALL EMPLOYEES 
 
  I. Personal leave shall be granted to qualified employees without limitation 

as specified in the appropriate negotiated agreement. 
 
 II. As specified in the appropriate negotiated agreement, personal leave must 

be used during the fiscal year when it is earned. 
 
III. The principal or immediate administrative supervisor shall consider the 

effect of the employee's absence on the operation of the school or 
department before approving personal leave on the dates requested.  
Approval or denial of the request for personal leave shall be 
communicated to the employee in writing. 

 
 IV. Employees who do not have annual leave or earned personal leave 

available may be eligible for a short-term employee leave of absence 
without pay.  
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