
4205 Convenience Leave 

Convenience Leave is paid time given to employees for their absence from their assigned 
responsibilities. Employees may use this leave for their own personal reasons with supervisor 
approval. Convenience leave is not cumulative; however, unused convenience leave will be 
placed in a convenience leave bank or converted to sick leave. The maximum number of hours 
that an employee may have in this bank is thirty-two (32) hours. Use of convenience leave must 
have the approval of the appropriate supervisor. It  
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