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DORCHESTER SCHOOL DISTRICT TWO

SICK/PERSONAL LEAVE REQUEST

	PROCEDURE
Except in cases of emergency, requests for leave must be submitted in advance.

	· Employee: Prepare/sign the form and submit to Principal or Immediate Supervisor.  
· Principal or Immediate Supervisor:
Where only the principal/immediate supervisor approval is required: 
Retain the original for principal/supervisor records and return an approved copy to the employee.
Where district office approval is required:  Retain a copy for principal/supervisor records and forward the original to the appropriate district office designee.  Upon receipt of the approval, distribute as outlined above.

	TO BE COMPLETED BY EMPLOYEE

	
	     
	
	xxx-xx-    
	

	
	Employee’s Name (Please Print)
	
	SSN
	

	
	     
	
	 FORMCHECKBOX 
 Advance Notice
	

	
	Work Site
	
	 FORMCHECKBOX 
  Emergency
	

	
	
	
	
	
	
	

	
	Date Request Made:
	     
	
	No. Days Requested:
	     
	

	
	
	
	
	
	
	

	
	Dates(s) of Absence:
	     
	

	
	
	
	
	
	
	

	
	Substitute’s Name:
	     
	

	
	
	(to be completed by Payroll Secretary)
	

	 FORMCHECKBOX 

Sick
Leave
	· Employees may use sick leave for their own illness, the illness of their spouse, child or parent.
	

	
	 FORMCHECKBOX 
 Personal Illness
	 FORMCHECKBOX 
 Illness of Immediate Family
	
	

	
	 FORMCHECKBOX 
 Special Circumstances Leave
	 FORMCHECKBOX 
 Maternity Illness
	

	
	
	
	
	
	

	 FORMCHECKBOX 
 Personal Leave
	· Requests for use of personal days must be submitted to and approved by immediate supervisor at least 24 hours in advance.

· Personal days may not be used at the following times:

· During the first ten and last ten school days of the school year.

· On days that immediately precede and/or immediately follow time periods designated as holidays, staff development, etc. on the school calendar.

· During state testing periods and/or during other major testing periods as designated by the district.

· On the last teacher work day of the year.

· District Office Approval in Emergency/Special Need situations for Certified Personnel: Emergency and/or special need situations will be addressed by the immediate supervisor and appropriate District staff as designated by the superintendent.
	

	
	Reason for Emergency/Special Need Leave:
	     
	

	
	
	
	

	Complete leave policies can be found in the Dorchester School District Two Personnel Handbook.

	Requesting Employee Signature
	     
	Date
	     
	

	Approving Principal/Supervisor Signature
	     
	Date
	     
	

	Director of Schools (or designee) Signature
	     
	Date
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