
Personal Day Guidelines for Licensed Staff 
 
2024-2027 Contract Language  
Unit members shall receive three (3) days per year of paid leave for personal reasons. Unit members hired after 
March 15th shall receive one (1) day of personal leave for the year in which they are hired. When circumstances 
permit, leave will be requested at least two (2) working days in advance and approved one (1) workday in 
advance. Such leave shall only be allowed if a licensed substitute is available, unless the need for such leave is 
urgent or an emergency. 
 

●​ Personal Day Guidance  
○​ Licensed staff get 3 days of personal leave each year.  

■​ Licensed staff hired after March 15 will receive 1 personal day for the year, the year they 
are hired.  

○​ Requested 2 workdays in advance (when circumstances permit) 
○​ Approved by building admin and HR 1 workday in advance 
○​ Shall only be allowed if a licensed substitute is available 


