APPLICATION FOR PERSONAL/VACATION DAYS

Application Instructions:

This application should be filled out and e-mailed to the appropriate Supervisor, who will then e-mail it to the Superintendent.  After being authorized by the Superintendent and Supervisor, one copy will be e-mailed to the applicant and one copy retained by the Superintendent’s secretary.

Contract Language:
Personal/Vacation days shall notify the supervisor, a minimum of three (3) days in advance of the date of the leave. Unpaid Personal/Vacation days shall be granted within the sole discretion of the Board.  The board is under no obligation to grant Personal/Vacation leaves during the 175 days that the students are in session.
NAME:      




DATE:          
 FORMCHECKBOX 
Personal

 FORMCHECKBOX 
Vacation
Date of requested Personal/Vacation Time:        
Type of Personal/Vacation Time requested:
 FORMCHECKBOX 
Pay

 FORMCHECKBOX 
 No Pay
Employee Signature       
=============================================================

Administrative Confirmation

 FORMCHECKBOX 
  Personal/Vacation day granted with pay

 FORMCHECKBOX 
  Personal/Vacation day denied

 FORMCHECKBOX 
  Personal/Vacation day granted without pay 

Supervisor’s Signature
     
    

Superintendent’s Signature      
