
lldag€lEt, srpelvtsory ad confialeDttal

tudicial ad offlcial Appgalac€ Leare

As soon as lossible afte! re.eiving a official orde. to rcpor! fo!
l!!y dury oi a rirness, the @agenenr, supeflisory and

enlroyee tri1l fo! \rudicial or officiar

verificalion of the days actully spent d jury
the busircsg departmenr.

be endorsed over The enployee uill
his/he! legrlar pay, as derenined

while on alproved .tudicial and
parkilg fee5, dd real allordce€, if prdided, are nor to be
consideled a part of the conlenoalion leceived frm rhe courlE.

Eu?etriBory and confide4lial perso@el uctlizing rhe
leawe Ehal1 nolify rheir imediate

as Boo! as poEEibte.

Eulenisory and .onfidencial peisomet urilizins
leave vilr follow ttre same procedure as is folloved fo,

8upenI€ory dd confidential lersomel rerlrnins flon
l€awe Ehall conlrele the diErrict,a elEence fom.

Judicial dd orficiar Appearalce rreave
early, they ale expecred ro return ro rhe Dtsr'icr,
could rende! a leagonabte

Peraoaal NeceEEity !€aE

lf @agene!!. suleryiEory ard cdfidential pe!€ome1 know in advdce
per€oct necessity, they 'i11 lority

ElpeniEor at

rlanagflert, superyiaory ald ccdfidertial persomel utirizi4g persoftl
neces€ity leave oitl fo11ov the Eame plocedue as is followed foi sick



PlRsoNe! IIEAVEE (continued)

Mmaqenenr, Eupenisory and confidenlia1 persomel utitizi,s pelsora1
will conplete tle dtstrict alsence rom ,ilhin rhree

days afrer their retum.

Pelgonal le.we with Pay

HanagementE, supenlsory and confiderlia1 persotuer urilizing personal
leave8 vith pay 3ha11 conplete lhe diEbricr absence fom {ithin !h!ee
days af!e! their retnrn.

sholt-tetu Enefgen.y Ileawe

supefrisory a.d confidential emptoyees knor in advarce
tha! lhey {111 be alrsen! fo! persomt leave elrh pay, they sirr norify

snleni€or ar the ealtieEt poEEible tihe.

franasement, supenisory and conf identlal persomel ultlizins personal
leawe vith lay ui1I procedue a6 is followed fo! sick

Requests for slort-term enelgency leave kil1 be s.bnitled in {ritinq
or !o rhe Assistanr snlerintendenr, peGomel

soon a6 pracri.al,

fte nalule of tne ci.cunsta,.es. i! is no. possible ro
in {riting, an my be mde-

Aly oral !eq!es! by a Eitlen leqleEr a€ soon a3

RequeEts for short Lem eheryency 1ea

enployees and a ma*ihum of 20 Holkjrg
days fo! clas.ified employees.
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