ABSENCE CERTIFICATE

NAME:

SCHOOL/LOCATION:

1. [ ] PERSONAL LEAVE

Policy GBRI
A. An employee must notify the principal at least 24 hours before he/she wishes to use
personal leave except in extreme emergencies.

B. A maximum of two personal days may be used in succession

C. Personal days may not be taken during the first or last week of school, during exams, nor
before or after scheduled holidays on the school calendar.

D. The immediate supervisor has the right to deny personal leave on a given day if he/she feels
that the employee’s presence at school on that day will be in the best interest of the

educational program of that school.

E. A minimum amount of personal leave that the employee may take at any given time is %
day.

2. [ ] Personal Illness [ ] Family Illness

Policy GBRIB

An employee may use sick leave for absences caused by personal illness or illness in the family
which requires the personal attention of the employee (limited to seven days per year for family
illness, non-cumulative).

3. [ 1 Leave without Pay (full salary deduction) (Date):

Explain:

4. ] Other (Date):

Explain:

I hereby certify that the above information is correct.

Signature Date

Approved by:




