PITTSYLVANIA COUNTY PUBLIC SCHOOLS

Chatham, Virginia

REQUEST FOR USE OF PERSONAL LEAVE

Name 












School or Work Location   









Position     











I hereby request use of personal leave in accordance with the School Board Policy on Personal Leave on the following dates:


Total days of personal leave used this year counting the above listed dates:  





Date





Signature of Employee

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -


     Approved


     Disapproved

                       Date




        Signature of Principal or Immediate Supervisor

NOTE:
This form is to be kept in the Principal’s files for the school year for all in-school personnel.  If 

employee is assigned to Central Office, this form is to be kept in the Human Resources Office.

This form is for ten and eleven month employees.  Twelve month employees do not have personal leave and are to use the Request for Annual Leave form.
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