AUTHORIZATION FOR LEAVE FORM
PROCEDURES

All leave with the exception of public school leave, must be approved by the Head Start Director.

Annual leave for 2 or more days must be requested at least 10 days in advance and approved by the Head Start Director.

Public School teachers meetings, professional days, and parent-teacher conference days are not public school leave days for Head Start employees.  

1. Fill in name.

2. Complete number of hours of leave requested.  Remember, because this is a request only, leave may not always be granted.

3. Check type of leave requested.  Comp time is not a category on the leave request form.  

4. Sign and date the form.

Approval must be granted before the leave is taken, except sick leave not known in advance.  

Forward the leave authorization form to the fiscal office.

