HAMPDEN-WILBRAHAM REGIONAL SCHOOL DISTRICT
OFFICE OF THE SUPERINTENDENT

APPROVAL OF LEAVE REQUEST

Name:  
School:  

Date Request Submitted:  
Dates(s) of Request:  

FLEX LEAVE
(Please refer to your specific contract language)
1st Flex Day
2nd Flex Day
3rd Flex day
A reason for Flex Leave need not be given for 1st, 2nd, or 3rd Flex Leave days, but the Superintendent reserves the right to inquire into specific reasons provided there is a reasonable basis to do so.

BANKED PERSONAL LEAVE
(Reason for Banked Personal Leave – check one)

Legal
Marriage
College Visit/Graduation
Medical Appointment (if sick leave not required)

Other (Explain)    

Reason  

**Unless it is an emergency situation, personal/flex days must be approved 48 hours in advance.  Personal leave is restricted during the first six (6) days of a new school year, and the last five (5) days of the school year.  Also restricted is the work day before and work day after a school vacation or legal holiday.
***The use of Banked Personal Days prior to June 30th, 2005 requires a stated reason.
JURY DUTY
Dates(s) of Leave Requested  

FUNERAL LEAVE
(This section is to be completed ONLY by calendar year employees.)

Date(s) of Leave Requested   
Relationship  

MILITARY LEAVE
Dates(s) of Leave Requested  


Employee’s Signature
Date


Department Chairperson’s Signature
Date

Principal’s or Supervisor’s Signature
Date


Superintendent’s Signature
Date

Please submit a copy to the Business Office.



















