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1. A full-time employee may use a maximum of four (4) personal leave days per fiscal year to 

be charged to unused accrued sick leave. 
 
2. Leave for personal reasons shall be non-cumulative; therefore, unused personal leave may 

not be carried over to the next fiscal year except as accrued sick leave. 
 
3. Leave for personal reasons must be approved by the supervising administrator on a leave 

form or by utilizing the online leave system. 
 


