Personal Leave
Sample Policy #1
 Personal Leave
Employees hired in the first six months of the year will receive one personal leave day after their six-month introductory period.  Employees hired in the second six months of the year will accrue one personal leave day at the beginning of the calendar year to be taken after their six-month introductory period. 
Employees will receive a second personal day after their one-year anniversary date. 

Thereafter, all employees will receive two-paid personal leave days each year.  Personal leave days will be posted at the beginning of the calendar year. 
Employees may carry over one pro-rated personal leave day from one year to the next. 
Advance notice of personal leave is preferred.
Employees will be paid for their unused personal leave days upon retirement or resignation.

Sample Policy #2
Personal Time
Paid time off to conduct personal business will be available to full-time staff each year, beginning with two days a year and adding one day a year to a total of five in the fourth year of employment. The Director or the employee’s immediate supervisor must approve the use of personal time to ensure adequate staff is available at the time of the request.

Personal leave days may not be added to vacation. Personal leave days for less than full-time staff will be prorated.
Sample #3

 Personal Leave Policy:
 Full time employees may select two (2) personal holidays each calendar year provided: 
1.  The employee has been or is scheduled to be continuously employed by the Library. 
2.  The employee has given not less than 7 calendar day’s written notice to the Library Director provided, however, the employee and supervisor may agree upon an earlier date. 
3.  The number of employees selecting a particular day off does not impair operations of the Library. 
If an employee takes a leave of absence under this policy, the employee must first exhaust all accrued paid sick leave, vacation leave, and personal leave. 
Personal holidays must be taken during the calendar year of entitlement or the day(s) shall lapse. 
When the number of requests for a particular day would impair department operations, if granted, the following criteria shall be used to determine which requests are allowed: 
1. The personal day shall be granted to employees in the order in which the requests for a    personal holiday date are submitted, with the earliest request receiving first priority. 
2. In the event several requests are submitted on the same day, requests shall be granted based on employment seniority. 
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