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Name:          Building:      
Date(s) of Leave:          Position:      
Check One:
 FORMCHECKBOX 
 Personal     FORMCHECKBOX 
 Vacation     FORMCHECKBOX 
 Jury Duty
 FORMCHECKBOX 
 Bereavement (According to Board Policy, includes parent, spouse, sibling, child,
grandparent, grandchild, in-laws and step relations and, at the discretion of the superintendent, others with whom the employee had a comparable relationship).

Check One: 
 FORMCHECKBOX 
 Full Day     FORMCHECKBOX 
 A.M. Only     FORMCHECKBOX 
 P.M. Only
Note:
•
Requests for school business should be made on the School Business Attendance 


Authorization Form.


•
Except in cases of emergency, Leave Request Forms for personal leave must be 



received by the personnel office at least one week in advance.

Please explain (if requesting special permission for personal leave or in the case of bereavement leave, list relationship):
     
Employee’s Signature:

Date:

Principal/Supervisor Signature:

Date: 

Note: Signature does not imply days are available for final approval.

Remember to log onto the FRONTLINE system at

http://app.frontlineeducation.com to record your absence.

For Human Resources Office Use Only

Date Received: 

Approved: 

Denied:

Explain:

LEAVE REQUEST FORM
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