
Request for Leave Bank Assistance 
Instruc�ons: The reques�ng employee should complete this form in consulta�on with their Human Resources Representa�ve. 
The Human Resources Representa�ve will submit this form to the appropriate levels of approval for the leave being requested. 

Employee Name: EIN: 

● Current Leave Balances ●

Date: Total of Leave Balances: 

Annual: Sick: Comp: Excess: Other: 

● Leave Request ●
Start Date of Request: End Date of Request:

Full �me or Part �me: Es�mated Hours Requested: 

● Employee Acknowledgements ●
____ Facts that support my applica�on for leave bank assistance are included with this request. This documenta�on can include an 
FMLA Cer�fica�on form and/or FMLA Applica�on, or comparable medical documenta�on if not eligible for FMLA. 

____ I understand that I will be required to use FMLA in conjunc�on with any leave bank assistance that may be approved (if eligible). 

Employee Signature:  Date: 

● Approvals ●
Human Resources Representa�ve: Date: 
Recommend Approval: Recommend Denial: 

Direct Supervisor: Date: 
Recommend Approval: Recommend Denial: 

Superintendent or Designee: Date: 
Final Approval: Final Denial: 

ADA Compliant: February 22, 2024
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