Oklahoma City Community College


Application for Leave

	Name:
	     
	Date:
	     
	Office Extension:
	     


	Datatel ID:  
	     
	Department:
	     

	
	
	
	


NOTE: Partial days need to have detail of hours taken on daily basis.

	Type of Leave
	Number of 
Hours (nearest 
quarter hr.)
	First Day 
of Leave Month/Day/Year
	Last Day 
of Leave Month/Day/Year

	Vacation Leave:

FMLA  FORMCHECKBOX 

For Self
 FORMCHECKBOX 

*For Family
 FORMCHECKBOX 


	
	
	

	Sick Leave:

FMLA  FORMCHECKBOX 

For Self

 FORMCHECKBOX 

For Bereavement

 FORMCHECKBOX 
      
(Specify family member from list below.)

For Family Care
 FORMCHECKBOX 
      
(Specify family member from list below.)

	     
     
     
     
	     
     
     
     
	     
     
     
     

	Personal Leave:

FMLA  FORMCHECKBOX 

For Self

 FORMCHECKBOX 

*For Family

 FORMCHECKBOX 


	
	
	

	Other Leave:

Jury Leave

 FORMCHECKBOX 

Military Leave

 FORMCHECKBOX 

Leave with Pay

 FORMCHECKBOX 


	     
     
     
	     
     
     
	     
     
     

	Leave without Pay:

FMLA  FORMCHECKBOX 

For Self

 FORMCHECKBOX 

*For Family

 FORMCHECKBOX 

   
	     
     
     
	     
     
     
	     
     
     


	Reason for leave request:
	     


I certify that I am eligible to receive leave as requested and that the statements above are true and correct.  
	 __________________________________                                                        
	   _________________________________                                                   
	  _________________________                                                  

	Employee’s Signature
	Supervisor’s Approval Signature
	Date of Supervisor’s Approval


If leave is for a serious health condition for self or for an immediate family member, or for the birth or placement of a child,  and employee has completed a year of service and worked 1250 hours in the 12 months before the date for which leave is requested, the employee may be eligible for Family/Medical Leave.  Family/Medical Leave packets are available in Human Resources.
Refer to Leave Policies for definition of immediate family members.

