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Personal Leave (Full-Time Support Staff Only) 

Policy Number: 420.1200.79 
 
 

POLICY 

Personal leave of two days per annum, earned at rate of .167 days per month, will be allowed each full-time support 
staff employee for the purpose of transaction of personal business without loss of pay, if approved by the College 
administration.  Notice in writing is to be submitted to the immediate supervisor for processing.  If possible, such 
notice shall be given a minimum of two days prior to the requested date. 
 

DEFINITIONS 

N/A 

APPLICABILITY 

N/A 
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