
EMPLOYEE 

LEAVE REQUEST 

 

NAME:            

 

Date requested to be absent:          

 

Explanation:            

             

             

 

Signature of Employee:          

 

Date Completed:           

 

 

Supervisor Approval:           

 

This form must be completed even if you are requesting to use a personal day to cover 

for a snow day. 

 

 

Date Received at District Office:         

 


