GARFIELD & PALOUSE SCHOOL DISTRICTS
LEAVE REQUEST AND APPROVAL

You are required to complete this form for all types of leave taken. Leave requests requiring authorization go to your immediate supervisor first, and
then to the approving administrator indicated. Whenever possible, complete this form in advance. Otherwise, make sure you complete this form
upon returning from leave.

Super-
Type of Leave Date(s) Hours Approved Denied Supervisor Principal intendent

Sick Leave

Personal Business

Professional Leave

Leave Without Pay

Jury Duty or Subpoena

Vacation

Bereavement (relationship

Of bereaved required)
Relationship
(See reverse side for allowed relationships)
Other (include reason) Reason
Substitute Needed Yes No
Print Name

Choice for Substitute

Employee Signature Date




THE FOLLOWING EXPLANATIONS ARE TO FACILITATE THE EMPLOYEE IN FOLLOWING GENERALLY ACCEPTED PRACTICES
FOR USING LEAVES. FOR ADDITIONAL INFORMATION REFER TO YOUR RESPECTIVE LABOR UNION AGREEMENT.

Sick Leave — When possible request in advance for appointments, otherwise have this form approved as soon as possible
upon returning from leave.

Professional Leave — Must be pre-approved by the Principal & Superintendent. This leave allows employees to be absent
from their regular duties to attend acceptable workshops and meetings.

Jury Duty — Must be requested in advance and approved by the Principal. The employee shall notify the employer when
notification to serve on jury duty is received. Any compensation received for jury duty performed on workdays shall be
deducted from the employee’s salary.

Subpoena Leave — Must be requested in advance and approved by the Principal. Paid leave is permitted when an
employee is subpoenaed to appear in a court of law provided that appearance is on behalf of the employer. If any witness
fees are paid, that amount shall be deducted from the employee’s regular pay.

Personal Business — Must be approved in advance by the Principal. This leave must be requested at least two days in
advance of taking such leave except in the case of an emergency. The intent is not to extend holidays.

Vacation — Must first be arranged in advance with the employee’s immediate supervisor and then approved in advance
by the Principal & Superintendent.

Leave Without Pay - This leave must be requested in advance and will be approved or denied at the Principal’s
discretion.

Bereavement — Must be requested in advance and approved by the Principal. Up to five (5) days shall be granted for
bereavement of a relative in the immediate family. Immediate family is defined as spouse, child, parents, sibling,
grandparent, grandchildren, father-in-law, mother-in-law, brother-in-law, daughter-in-law, or son-in-law. Such leave may
be granted for others.

Other Leaves — Paid leave may be granted for emergencies. These leaves may be deducted from the employee’s
accumulated sick leave. These leaves must be pre-approved by the Principal.



	Type of Leave  Date(s)  Hours Approved Denied Supervisor Principal  intendent

