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Name      

Position / Location      

I hereby request permission to be absent (or I was absent) on:

	     


Please state the reasons (only necessary for Administrative or Professional leave requests):
	     


Employee Signature



Date




Time
 With
 Without



Type of Leave
Needed
Pay
Pay
FMLA

 FORMCHECKBOX 
 Vacation
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 Sick
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 Family Illness
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 Personal
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 Administrative (School only)
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 Professional (School only)
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 Bereavement
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 Jury Duty
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 Comp/Circle Time (Town only)
     

 FORMCHECKBOX 

    
 FORMCHECKBOX 

 FORMCHECKBOX 
 Other      

     

 FORMCHECKBOX 

 FORMCHECKBOX 


Supervisor
Date Received   











Recommendation

Recommended
( Yes   ( No

Authorized Signature




Date

Superintendent/
Date Received   











TA Approval
Approved
( Yes   ( No

Authorized Signature




Date
Original to Payroll ( Copy to Supervisor ( Copy to Employee
Leave Request Form





	Instructions:


All employees must fill out a leave form to request approval for any type of leave.  Type or print in ink. If Family Medical Leave is being used, a separate written request must be sent to Human Resources








Town of Burlington


Burlington Public Schools











