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tim.beck
Typewritten Text
- Updates change in evaluation cycle.
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tim.beck
Typewritten Text
-Changed language from "last day of duty" to last day of the "school year" to bring it in line with practices.
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tim.beck
Typewritten Text
1. Added language to clarify how military experience will be used. (Classified Only) 2. Added langauge to have direct deposit part of policy. 3.  Added language to establish that fiscal work week is Monday through Sunday.
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DRAFT (05/02/16) (06/15/16) SEND WITH UPDATE PER DISTRICT 

PERSONNEL 03.1231 

- CERTIFIED PERSONNEL - 

Personal Leave 

NUMBER OF DAYS 

Full-time certified employees shall be entitled to three (3) days of personal leave with pay each 

school year. 

Persons employed for less than a full-year contract shall receive a prorata part of the authorized 

personal leave days calculated to the nearest 1/2 day. 

Persons employed on a full-year contract but scheduled for less than a full work day shall receive 

the authorized personal leave days equivalent to their normal working day. 

APPROVAL 

The Superintendent or designee must approve the leave date, but no reasons shall be required for 

the leave. 

Approval shall be contingent upon the availability of qualified substitute employees. Those 

employees making earliest application shall be given preference. 

PROHIBITION 

Unless otherwise approved by the Superintendent, personal leave shall not be taken on the 

day before or after fall break, spring break, a holiday, or the day of a professional 

development day, during the testing window, unscheduled day, or during the first or last 

two (2) weeks of the school year. 

AFFIDAVIT 

Employees taking personal leave must file a personal affidavit on their return to work stating that 

the leave was personal in nature. 

ACCUMULATION 

On June 30, personal leave days not taken during the current school shall be transferred 

and credited to the employee's accumulated sick leave account for the purposes of 

retirement. 

REFERENCE: 

KRS 161.154 

RELATED POLICIES: 

03.1232 

03.175 
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DRAFT (05/02/16) (6/15/16) SEND WITH UPDATE PER DISTRICT 

PERSONNEL 03.2231 

- CLASSIFIED PERSONNEL - 

Personal Leave 

NUMBER OF DAYS 

Full-time classified employees shall be entitled to three (3) days of personal leave with pay each 

school year. 

Persons employed for less than a full-year contract shall receive a prorata part of the authorized 

personal leave days calculated to the nearest 1/2 day. 

Persons employed on a full-year contract but scheduled for less than a full work day shall receive 

the authorized personal leave days equivalent to their normal working day. 

APPROVAL 

The Superintendent or designee must approve the leave date, but no reasons shall be required for 

the leave. 

Approval shall be contingent upon the availability of qualified substitute employees. Those 

employees making earliest application shall be given preference. 

PROHIBITION 

Unless otherwise approved by the Superintendent, personal leave shall not be taken on the 

day before or after fall break, spring break, a holiday, or the day of a professional 

development day, during the testing window, unscheduled day, or during the first or last 

two (2) weeks of the school year. 

AFFIDAVIT 

Employees taking personal leave must file a personal affidavit on their return to work stating that 

the leave was personal in nature. 

ACCUMULATION 

On June 30, personal leave days not taken during the current school year shall be 

transferred and credited to the employee's accumulated sick leave account for purposes of 

retirement. 

REFERENCE: 

OAG 77-115 

RELATED POLICIES: 

03.2232 

03.273 
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tim.beck
Typewritten Text
- Clarifes planning time for full-time teachers.
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tim.beck
Typewritten Text
- Updated language for use of board-owned vehicles per IRS audit. (de minumus personal use)
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tim.beck
Typewritten Text
- Adds 2 week notice to complete retirement paperwork.
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tim.beck
Typewritten Text
- Added language to clarify that use of vacation time must be preapproved by a supervisor.
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tim.beck
Typewritten Text
- Updated language to continue to give flexibility to principals on this issue.
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tim.beck
Typewritten Text
- Travel Distance updated to a limit of 75 for regular day trips and 100-mile radius for athletic trips.
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