REQUEST FOR PERSONAL DAY
Name:

  ID#: 




                                                                 please print
Title:  ______________________________   Location: ____________________
Dates Requested: 

Reason: 


Signature:


Date:

Supervisor’s Approval : ________________________________    (   ) With Pay


(   ) Without Pay
Date: 


Executive Director’s 
(   )With Pay

Approval: 

(   ) Without Pay
Date: 


Remarks: 


* Reference: Article 16, Personal Days, Collective Bargaining Agreement

EASTCONN

Personal time is available for matters of pressing personal need, which are of a serious or emergency nature.  Time may be taken in increments of an hour.

Employees shall give written notice to his/her supervisor at least 48 hours in advance or as soon as is practical.

Guidelines for Personal Absences*

APPROVED




NOT APPROVED

Religious observances




Days before or after school vacation for instructional staff

Attendance in court




Personal illness or medical examinations (Use sick days.)

Legal reasons beyond employee’s control

Graduate course requirements

Medical needs of a household member 

Vacations or recreational activities


Marriage 





Spouse’s business activities

Wedding party 

Visits by vacationing friends or relatives

Special family events of an employee 

Job hunting






Birth/ adoption of a child


House hunting


Birth of grandchild



Shopping


Special honors for child or spouse

Investment activities

Children to and from college



Course work offered during school hours

College visitation with children


Conferences of civic, social, recreational, fraternal,

Child or husband leaving or returning

 religious or health-related organizations

     from military service



Political activities



Unusual family responsibilities:


Federation activities unless of an educational nature

 elderly parent issues

Death of a family member or of a close friend

Emergencies:  

 Car breakdown, canceled flights, storms, fire,

     automobile accident, flooding, heating, sewage,

     water failure

Purchase or sale of home or property




Moving

Attending special state or governmental ceremonies

Services on committees appointed by Governor,

     legislative leaders, State Department of Education

Testifying before legislative committees

Confidential reasons – Employee will certify that 

   absence meets qualifications as identified in

   the guidelines

*

Personal day guidelines are subject to terms of contracts negotiated with EASTCONN Federation of Educational Personnel and EASTCONN Federation of Teachers.
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