
PRESTON COUNTY SCHOOLS
PL-6 Claim for personal Leave Benefi ts

Miscel laneous Davs

Name of  Employee

School

lD Number

I hereby apply for

Date(s)  of  Absences or  Request

as a miscel laneous day(s) under the personal leave pol icy of the Preston County Board of Education (FILE GOE). See
Mrscel laneous Days Regulat ions on the reverse side of the yel iow copy.

lf less than twenty-four hours advance notrce was given, state below the sudden or unexpected circumsrances preven1ng
the request to have been filed within the twentyJour hour limitat on period.

l, the undersigned do solemnly swear and affirm under penalty of law, that the information on this form is accurate, truthful,
and complete to the best of my knowledge.

DATE S IGN ED

Twenty-Four Hour Advance Notice ( Was Was Not ) Given - Circle One

APPROVED

D I SAPPROVED

DATE TIME

(Slgnature)
REASON '1 

Above 150/o reQulation
REASON 2, Not a sudden or unexpected circumstance
REASON 3 Exceeds maximum number al lowed for consecutive

days absence
REASON 4, Consecutive days may not be used preceding or

following any legal holiday

lf twenty{our hour notice has been given, yellow copy should be given to the employee upon signature of principal or
supervisor and white copy sent to Directcr of Personnel. lf less than twentyJour hour notice was given, both copies must be
forwarded to Director of Personal.

(Signature)

Less Than Twenty-Four Hour Notice Approval

DATE DIRECTOR OF PERSONNEL



Revised June,  lggg

2' consecutive days may not be approved preceding or fol lowing afegat hol iday.

f '  A maximum of two (2) leave days without cause may be carr ied over fromyear to year.

Leave without cause - Misceraneous Days

a'  Not ice of  such leave shal l  be g iven to the ernproyee,s pr inc ipar  orimmediate supervisor at least tweniy-four hours in advance, except that inthe case of sudden and unexpected circumstances, such notice shal l  begiven as soon as reasonably practicable. l f  the principal or supervisor

ff iT| jr fJ:"hed, 
the emplovee shal l  contact the Director of personner

b '  The use of  such leave shal l  be denied i f ,  a t  the t inre not ice is  grven ei therf i f teen percent of the employees, or three emproyees, whichever isgreater '  under the superv is ion of  the pr inc,pat  t ,  immediate superv isor ,have been noti f ied the principal or supervisor of their intention to use thatday for such leave.

c'  The employee shal l  request approval for leave without cause withoutstat ing a cause by completing and submitt ing the appropriate form at leasttwenty-four hours in advancel

d' l f  the request is submitted fess than twenty-four hours in advance, theemployee must upon returning to work.orftute the proper form, exprainthe suddgn 
91d unexpected cncutstances preventing the request to havebeen f i led within the twenty-four hour prior io l imitat ion period, and submitthe form to the principal or immediaie rrp*ruiror within two days afterreturning to work' Al l  requests f i led witn the principal or immediatesupervisor'  less than twenty-four hours in advance are required to havethe approval of the principal or immediate supervisor and the Director ofPersonnel '  Neglect in giving proper notice is grounds for relect ion ofreq uest !

e'  Personal Leave without cause may be taken on consecutive days withinthe fol lowing regulat ions:

1' consecutive days may not be approved during the last week ofschool.


