                                Haywood Community College

                                           Request for Leave

This form should only be used when requesting leave in advance of taking the leave.  Please request leave as far in advance as possible.  The Monthly Leave Report should be used to record all leave whether leave was requested in advance or taken as needed.

Employee Name:    
         _______________________________________________

Department:                          _______________________________________________

Supervisor:    

         _______________________________________________

Requested Leave Date:         _______________________________________________

Type of Requested Leave:    _______________________________________________

Employee’s Signature:
        __________________________________     Date: ___________

Supervisor’s Signature:      ___________________________________     Date: ___________

Verification of Sick Leave:  The College may require a statement from a medical doctor                            

                                                or other acceptable proof that the employee was unable to 




         work.

Sick Leave May be Granted For:

1.        Illness or injury which prevents an employee from performing his or her usual duties.

2.        A maximum of three days in case of death in the employee’s immediate family.

3.        Medical appointments.

4.        Quarantine due to a contagious disease in the employee’s immediate family.

5.        The actual period of temporary disability due to child bearing.

6.        Sick leave may be granted for illness of a member of an employee’s immediate family.

Leave Without Pay – requires approval of the Vice President and President.  Notify payroll immediately.

President’s Initials ______________

Family & Medical Leave – Complete form “Request for Family or Medical Leave.”  FMLA leave may be paid or unpaid leave or a combination.  Paid FMLA is not an additional paid leave, but is accrued annual, compensatory, or sick leave.

Educational Leave with Pay – Requires approval of the President and the Board of Trustees.

