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LEAVE REQUEST FORM

	Employee Name
	Court

	

	




	Dates of Leave
	Type of Leave
	Number of Hours
	Number of Minutes*

	Click or tap to enter a date.	Click or tap to enter a date.	Choose an item.	
	

	Click or tap to enter a date.	Click or tap to enter a date.	Choose an item.	
	

	Click or tap to enter a date.	Click or tap to enter a date.	Choose an item.	
	

	Click or tap to enter a date.	Click or tap to enter a date.	Choose an item.	
	

	Click or tap to enter a date.	Click or tap to enter a date.	Choose an item.	
	



	Comments – Reason for the Request 
(Explain “Other” leave here)
	Signatures

	
	

	

	
	Employee’s Signature
	Date

	
	

	

	
	Supervisor’s Signature
	Date


*Minutes are entered in 15-minute increments (:15, :30, :45, :00 or .25, .5, .75, .00). 
A Leave Request form shall be filled out in advance for all annual leave to be taken. When possible, this should be done at least ten (10) working days before the leave is to be taken. An employee requesting sick leave in advance should also provide ten days advance notice. If advance notice cannot be obtained which is often the case with sick leave – the employee must notify his supervisor as soon as possible and immediately fill out a Leave Request form upon return to work. Leave forms shall be given to the person responsible for keeping track of leave as soon as they have been signed by the supervisor.
When an employee returns to work, if the actual leave taken differs from the original leave requested, the employee must submit a corrected form and ask for the return of the original request. For leave days planned or taken in different months, a separate Leave Request must be submitted for each month.
Certain types of leave may be covered by the Family and Medical Leave Act. You may be contacted by the Human Resources Office to determine whether the FMLA applies to your leave. You can request a copy of the Family and Medical Leave Act policy from the Human Resources Office and contact the office if you have any questions about whether your leave qualifies under the FMLA.
Sick leave which exceeds the earned balance will be charged as annual; annual leave which exceeds the earned balance will be charged as leave-without-pay. 
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