Midland Public Schools PERSONAL DAY REQUEST PROCESS
inspining Exeelience Effective: July 1, 2025

MCEA Staff Personal Day Request Link:

Please bookmark the following link to submit all personal day requests:

Personal Day Request Form

This process is contractually required for all MCEA staff and aligns with the MCEA Collective
Bargaining Agreement, Article X — Absences Other Than Leaves, Section |: Personal Days.

If your request is denied and you wish to appeal, please email hr@midlandps.org to initiate a
review.

How to Submit a Personal Day Request:

1. Complete the Google Form linked above. The form is also accessible via the Human
Resources website.

2. Requests should be submitted at least 45 calendar days in advance to be considered
for automatic approval under contract guidelines.

3. For personal days taken immediately before or after a holiday or vacation, a minimum
of two (2) weeks’ notice must be provided to your immediate supervisor, in accordance
with the MCEA contract.

4. See detailed instructions on the next page for step-by-step guidance.

Approval Guidelines:

Per the MCEA contract:
e Up to 20 MCEA staff district-wide may be automatically approved for any given date
based on the order of submission.
o Requests that fall within this limit will be auto-approved.
o Once approved, you must enter the absence into Red Rover for accurate
absence tracking and substitute coverage.
e Requests that exceed the 20-staff district-wide threshold or that are submitted less than
45 days in advance will be flagged for manual review by Human Resources.

For days immediately before or after holidays or vacation breaks:
e Requests must be submitted at least two (2) weeks in advance to your immediate
supervisor.
e No more than 15% of MCEA staff in any individual building may be approved for a
personal day on these dates.
e Requests exceeding this 15% building-level limit will be flagged and manually reviewed
by HR.


https://forms.gle/NK7ueWUhuwT3W5qf9

Review & Communication:

o If your request exceeds the established limits (district-wide or building-specific), Human
Resources will be notified for manual review and may reach out to you directly for further

discussion.
o All approved requests must be entered into Red Rover to finalize the absence and
initiate substitute coverage, where needed.

Annual Carryover & Conversion Reminder:

e Each bargaining unit member receives three (3) personal days per year.

e One (1) unused personal day may be carried over into the following school year
(maximum of four available days).

¢ Any unused personal days not carried over will be added to your personal illness
leave bank.

Step-by-step Guidance:

1 Navigate to https://docs.google.com/forms/d/e/IFAIpQLSeCztr_al...

vIHAIAna rupnc o2Cnoolis
Inspiring Excellence

MCEA Personal Day Request

= Plesse gubimit 8 separate Boogle Farm for each requested peracnal day,
eyen I the days ane consecutive,

= Please engure thak the required fomm ks filled out aceurately befare
gubmlealon. Insceurate Infonmetion may result In delays or denlal of your
request,

eallsank@midiandps.org fetteh ansooes foe

* Indicakes required quesiian

Ernall *

D Recard eallserdn@imidlznd peoang as the cmall o Be Included withomyg essanee

La=1 Mame. *

WRIr answer




2 Click here to record your email.

MCEA Personal Day Request

* Please submil a separate Google Form for sach requested personal day,
e if the days are consscutive.

= Please ensiire thal the reguired form is filled oul sccurately befare
submizsion. Inaccurate information may result in delays or denial of your

reguesL
calsenk@midlandpa.org Switch accaunt @ Deftoave
* indicates required question

1=
D d callsenk@midlandps.org a3 the email to be inchaded with mip reapon se

Last Narme,

YOuUr angwer

First Hame: *



=

4

Click here to fill in your Last Name.

B AL G S R L S RS L S PR

submission. Inaccurale information may resull in delays of denisl of your
requesl

calienkpmadiandps. org Switch acoouni @ Drat maved

* Indicates reguined question

Ernail =

H Rezord callsenk@midlandps.ong a3 the emai bo ke inchaded with my reapanse

Last Manme:

YOuIT e

Firat Namae: *

FOIT AT

Building: *

) Pre-Primary

™ Adams

Type your Last Name



5 Click here to fill in your First Name.
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Click here to select your home building/department
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