Kenai Peninsula Borough School District
Administrator Contract Leave Days for Contract Extension


Name:	Click here to enter text.	School Year:	Click here to enter text.
Position:	Click here to enter text.	Location:	Click here to enter text.
# of Days Proposed to Work:	Click here to enter text.
	Contract leave will be encumbered as soon as this contract extension is approved. Adjustments to annual salary will be made only after all dates have been worked. Once dates have been approved they cannot be cancelled.	KPAA Negotiated Agreement	Article 4.1 Eligibility and Accumulation	Notification of intent to work contract days must be submitted in advance using the district form and reflect dates not already covered by the principal’s contract.  Contract days may be worked for times when the principal is representing the district on a local, state or national level. 		Suggested examples of work task/assignments include:  serving on a Board, presenting at a professional conference, completing specialized district projects, developing a transition binder for the principal’s successor, supervising weekend/vacation extra-curricular events, attending to a school emergency over a weekend or vacation week, etc.….
Work Task/Assignment	Dates Proposed to Work	# of Days
Click here to enter text.	Click here to enter text.	Click here to enter text.
Click here to enter text.	Click here to enter text.	Click here to enter text.
Click here to enter text.	Click here to enter text.	Click here to enter text.
Click here to enter text.	Click here to enter text.	Click here to enter text.
Click here to enter text.	Click here to enter text.	Click here to enter text.

Initial Approval Signatures

# of Days Approved:	

Administrator:		Date:	
Superintendent:		Date:	

HR Office Use Only

☐	On file with Human Resources Department	Date:	

Work Plan Completion Signatures
I certify all work has been completed as noted above:
Administrator:		Date:	
Superintendent:		Date:	


Directions:	Step 1:  Fill out the form and have both the Administrator and Superintendent sign it under Section I. Send the form to the HR Department for initial processing and the form will be returned to the Administrator.
Step 2:  After work days are completed both the Administrator and Superintendent must sign the form under Section III and then return it to Human Resources for processing.
12/9/2016 HR
