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commence. If the personal leave is necessitated by an emergency, the employee or a member of his/her
immediate family must notify the supervisor as soon as it is practical; this should be followed up with a written
explanation of the nature of the leave and the expected length of absence. In such an emergency situation the
written explanation must normally be submitted within three days of the beginning of the leave.

All medical requests must be accompanied by appropriate medical certification from a physician indicating the
condition necessitating the leave request, the desired beginning date of absence and the projected date of return
to work. If the leave request is for medi



