ST. MARTIN PARISH SCHOOL BOARD
APPLICATION FOR ANNUAL LEAVE
(To be completed if leave exceeds five (5) work days)

Employees requesting annual leave of five (5) days or longer shall request such leave at least four (4) weeks in advance of requested leave.  


This is a request for ____________________ days.


Leave to begin at ________________________ on _________________________
                                               (Time)                                                 (Date)

Leave to end at _________________________ on _________________________
                                               (Time)                                                 (Date)


________________________________________________________
Signature of Employee                                                          Date



_______________________________________________________
Approved by Immediate Supervisor                                   Date



_______________________________________________________
Superintendent                                                                    Date


Note:	Leave must be entered into Aesop once you receive approval from Immediate Supervisor/Superintendent.
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