
RIVERSIDE LOCAL BOARD OF EDUCATION

REQUEST FOR VACATION LEAVE

Vacation requests must be submitted at least 10 days prior to the requested date(s).  A copy of this approved form should be submitted with your timesheet and an Application for Absence form after vacation has been taken.









# of Days

Name of Employee





Requested



Beginning Date


   Ending Date



   # Days


Date Submitted to Supervisor





Signature of Supervisor



     ( Approved
(  Denied

If denied, reason










Signature of Treasurer






Date



For scheduling purposes, requests for vacation must be submitted by October 1st of each year.  Requests made after this date may be subject to availability as your preferred time period may have been approved for another employee.  Availability of vacation periods will also be subject to the following:


A.
Custodial Department:  No more than two (2) persons per vacation period.

B.
Maintenance and Mechanical Departments:  No more than one(1) person per vacation period.

------------------------------------------------------------------------------------------------------------

Employee Name








Your requested vacation of





has been 




       (  Approved

(  Denied

Superintendent’s Signature





  Date




If denied, reason
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