Unified School District 224

Leave Application and Report (For All Employees)
Applicant’s Name         School/Bldg.        Appl. Date       
Complete this form (1) when requesting leave arranged in advance, or (2) upon returning from unscheduled leave.

Proper documentation of all absences is necessary for payroll computation, substitute pay, and budget determination. All leaves are granted in accordance with Board of Education policies.
Requesting/ Reporting leave on the following date(s):

Leave on:  Month         Day(s)       Year      

     Month         Day(s)       Year      



Leave for  FORMCHECKBOX 
  Full Day(s) and/or Leave for  FORMCHECKBOX 
  Half Day(s)  FORMCHECKBOX 
 A.M.  FORMCHECKBOX 
 P.M. for the following reason:
Certified Employee


          Classified Employee

__________________________________       ____________________________________

(Licensed Staff)



          (Support Staff)
 FORMCHECKBOX 
  1.   Personal Leave

    
               FORMCHECKBOX 
  1.  Personal Leave

 FORMCHECKBOX 
  2.   Sick Leave


     
  FORMCHECKBOX 
  2.  Sick Leave

 FORMCHECKBOX 
  3.   Funeral Leave

    
 
  FORMCHECKBOX 
  3.  Funeral Leave

 FORMCHECKBOX 
  4.   Jury Duty


     
  FORMCHECKBOX 
  4.  Jury Duty

 FORMCHECKBOX 
  5.* Professional or In-Service
     
  FORMCHECKBOX 
  5.* Professional or In-Service

 FORMCHECKBOX 
  6.  Vacation Leave

    

  FORMCHECKBOX 
  6.  Vacation Leave

*Explain the Professional / Inservice:
     
 






_________________________   _____                 






Principal


  Date

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​Approved ________ Disapproved ____________         
_________________________   _____

Comments:




          
Superintendent


  Date


_______________________________________





           
_______________________________________
---------------------------------------------------------------------------------------------------------------------------------


For Personnel Office Use Only

(Do not write in this space)

1.  Full Deduction
2.  Substitute Deduct Only
3.  No Deduction Pay

Revised 14 Nov 08







