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An application for leave shall be made utilizing the district designated electronic 
program/ method prescribed by the School Board, approved by the principal or site 
supervisor, and shall be directed to the School Board.  In the absence of or 
unavailability of an electronic program/method of applying for leave, an application for 
leave shall be made in writing and on the form prescribed by the School Board, 
approved by the principal or site supervisor, and shall be directed to the School Board.  
The principal, supervisor, or other person under the direct supervision of the 
Superintendent, shall submit any leave application directly to the Superintendent.  
Leave granted for a school year or for the remaining part thereof will expire at the end of 
the school year or school fiscal year for which such leave is granted. 
 
A District employee having leave for the year or for the remaining part thereof and who 
plans to return to duty the next school fiscal year shall send a copy of such notice to the 
administrative supervisor by April 1 of that fiscal year.   
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