APPENDIX W

LAKEWOOD CITY SCHOOL DISTRICT

Lakewood, Ohio

APPLICATION FOR PERSONAL LEAVE

Please submit one copy of this form to your building principal immediately after the personal leave absence.

Employee’s Name 








School or Department 








Personal Leave Date 








_______
The personal leave time I am requesting is not before or after a vacation period* or on the students’ first/last day of the school year, and is not for vacation, recreation or entertainment (Section 8.09).

________
The personal leave time I am requesting is not before or after a vacation period* or on students’ first/last day of the school year, but is for a vacation, recreation or entertainment.  I authorize payment for substitute costs (Section 8.09).

________
The personal leave time I am requesting is before or after a vacation period* or on the students’ first/last day of the school year, but is not for vacation, recreation or entertainment (Section 8.09).

*Vacation periods shall be specified as:  Thanksgiving, Winter Vacation, Martin Luther King Day, NEOEA Day, Presidents’ Day, Spring Vacation, Memorial Day, and Labor Day.



1/4 day





2-1/2 days



1/2 day





3 days



1 day





3-1/2 days (12 month employee only)



1-1/2 days




4 days (12 month employee only)



2 days


Employee Signature 





 Date 





Administrator 






 Date 






Submit to Department of Human Resources
Effective Date:  August 1, 2008
