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PAID TIME OFF (PTO) REQUEST FORM
PART I.  TO BE COMPLETED BY EMPLOYEE____________________________________________________________
Name:  ______________________________________________    Position:  ________________________________
Type of PTO Requested:	□Personal     	    □Vacation         □Sick       □Medical      □Bereavement
□ Religious Observance:  ______________________________________________
□ Court-related (specify):  ______________________________________________
□ Other (specify):  _____________________________________________________
Date(s) of PTO:  _____________________________________________	       Total PTO requested:  ___________ days
Employee Signature:  _________________________________________	       Today’s Date:  ____________________

PART II.  TO BE COMPLETED BY HR MANANGER_______________________________________________________
Requested number of PTO available:   	YES / NO	Employee now has _______ days of this type of PTO remaining.
HR  Signature:  ____________________________________________      Date:  ____________________________


PART III.  TO BE COMPLETED BY HEAD OF SCHOOL_______________________________________________________
Requested PTO approved:   	YES / NO	
Head of School Signature:  ___________________________________________      Date:  _________________________

PART IV.  TO BE COMPLETED BY DIRECTORS OF CURRICULUM & INSTRUCTION_______________________________
Coverage Arranged:   YES / NO			 	              Need for Temp (Substitute) Coverage:  YES / NO
Director Signature:  ___________________________________________       Date:  ____________________________

IMPORTANT NOTES:  All PTO requests must be made in writing at least two weeks in advance (with exception of Medical/Sick leave).  Please allow 72 hours for processing of your request.  Instructional Staff are not entitled to Vacation Days while school is in session.  Contact the Head of School or Director of Finance & Operations with any questions. Completed forms are placed in Employee files.
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