ILLINI WEST HIGH SCHOOL DISTRICT #307
PERSONAL LEAVE REQUEST FORM
CERTIFIED STAFF
· Each full-time certified teacher shall be granted two (2) days of personal leave each year for the transaction of any personal business of the teacher which cannot be transacted on a non-school day.  

· No such day shall be granted on an institute day, parent-conference day, all-school test day, in-service day or other such non-attendance days.

· No more than three teachers may be absent from the school due to personal day use on any one day.  This limit can be exceeded by administrative discretion.  Personal days shall be granted on a first come/first serve basis.  

Teacher Making Request:

     
Date Requested for Personal Leave:
     

Periods 1-4
 FORMCHECKBOX 


Periods 5-9
 FORMCHECKBOX 


Whole Day
 FORMCHECKBOX 

Date Request Is Made:

     
Copy of the processed request  returned to staff member on ___________.

Principal





Superintendent
Approved by Electronic Signature


Approved by Electronic Signature
Shown Above





Shown Above

 FORMCHECKBOX 

NOT APPROVED



 FORMCHECKBOX 

NOT APPROVED


BY PRINCIPAL




BY SUPERINTENDENT
OFFICE USE:

Substitute assigned:  ____________________________
Approved:  _________________
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