
 Teaching Staff Personal Day Request Form 

 ____________________________ 
 Name 

 ____________________________ 
 Date 

 To: _______________________________ 

 In accordance with Ar�cle 7, Sec�on A-3, I am submi�ng this form to my building principal, 
 reques�ng a personal day for ____________________(Date). 

 Teacher’s Signature 
 Ar�cle 11, Sec�on A-2 

 At the beginning of each school year the employee shall be credited with six (6) days to be used for 
 his/her personal business. Unused days shall be added each year to the employee's accumulated sick 
 leave. Personal business days may be used at the employee's discre�on. Personal business leave shall be 
 approved by the principal provided the request is submi�ed to comply with the following condi�ons: 

 a.  The employee shall provide the principal with at  least seventy-two (72) hours advance wri�en 
 no�fica�on of personal business leave. Personal business days may be used for emergency situa�ons 
 without the seventy- two (72) hour no�fica�on. The employee is expected to no�fy the principal of the 
 emergency request as soon as possible.  b.  Personal  business leave shall not be used during scheduled 
 parent- teacher conference �mes, or on professional development days except in a case of emergency as 
 determined by the Superintendent.  c.  At the discre�on  of the Superintendent, personal leave requests 
 may be canceled when there are more than six (6) such requests for the same day.  d.  Repeated use of 
 Sick or Personal days that impacts student learning may be addressed by administra�on with a 
 conversa�on about the impact on students and staff. 

 Personal Day Request Approved 

 Personal Day Request Not Approved 

 Reason for Denial:  ______________________________________________________________ 

 __________________________________  _________________________ 
 Principal’s Signature  Date 

 Last Revised 8.22.22 


