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ANNUAL LEAVE REQUEST
(Annual Leave is only available to 245-day contracted employees)


	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: Retain the original for principal/supervisor records and return an approved copy to the employee.

	TO BE COMPLETED BY EMPLOYEE
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	Employee’s Name (Please Print)
	
	SSN
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	No. Days Requested:
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	Work Site
	
	
	

	
	
	
	
	
	
	

	
	Dates(s) of Absence:
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	· Except in cases of emergency, request forms shall be submitted not less than five (5) days in advance of date when vacation is expected to begin.
· Vacation taken without prior approval shall result in the loss of pay for those days missed.

	[bookmark: Check9]|_| Absence chargeable to accumulated annual leave days.

	[bookmark: Check10]|_| Absence chargeable to days without pay.

	
	

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

	Requesting Employee Signature
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	Principal/Supervisor Signature
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	[bookmark: Check11][bookmark: Check12]|_| Approved    |_| Disapproved
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