HUGOTON USD #210

APPLICATION FOR PERSONAL LEAVE

This is to request ___________day(s) leave for personal business that can not be cared for on a non-school 
day.  All Leave is taken in ¼ day increments.  I request permission to be gone from my assigned duties on the following date(s): _________________________.

It is understood that if the request is granted the time will be deducted from my Discretionary Leave.  It is also understood this form is to be completed and signed by the  Employee, Building Principal and the Superintendent before this leave may be taken.  

The form must be in the superintendent’s office three (3) calendar days prior to date of leave.

POLICY – SECTION G – GBRI

PERSONAL LEAVE SHOULD NOT BE USED AT THE FOLLOWING TIMES:

DURING PRE-SCHOOL ORIENTATION; THE FIRST AND LAST WEEK OF SCHOOL; DURING SEMESTER EXAMINATIONS; ON SCHEDULED INSERVICE DAYS DURING THE REGULAR SCHOOL TERM; THE DAY PRIOR TO OR THE DAY FOLLOWING A REGULARLY SCHEDULED VACATION OR HOLIDAY.
_______________________________________
PRINT NAME
_______________________________________                              _______________

EMPLOYEE’S SIGNATURE                                                            

     DATE

_______________________________________                              _______________

PRINCIPAL’S SIGNATURE                                                          

      DATE

_______________________________________                              _______________

SUPERINTENDENT’S SIGNATURE                                          

       DATE

