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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

PERSONAL DAY

I.
POLICY

1.00
GENERAL STATEMENT

1.01
The Board of Trustees grants all non-faculty full-time employees one personal day per year.

2.00
SPECIFIC STATEMENTS

2.01
Personal leave is granted to the non- faculty full-time personnel to cover any reason for absence from work not covered by other leave policies.

2.02
Personal leave must be approved by the direct supervisor when possible.

2.03
Employees are granted one personal leave day per year to be used between July 1 to June 30 inclusive.

2.04
Employees are not permitted to accumulate personal leave days.  If the employee does not use the personal day during July 1 to June 30, the personal day is lost.

Adopted:  1980
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