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Leave Log -- Employee

Fiscal year July 1, ____ through June 30, ____

Liaison: Submit to ESD Personnel at the end of each academic year.

Site Liaison reports sick leave on the monthly form to ESD Payroll Dept. At the end of each academic year, liaison submits Leave Log to ESD Personnel. Attach Leave Pre-Approved Requests. These records are part of the permanent personnel file.

Employee Name ____________________________
           Liaison ______________

                                 PRINT

                                             Beginning Balances  _______  _______

	
	Date month/day/year
	# Of Hours Taken
	Leave Type
	
	Employee Signature
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SL (Sick Leave)   BRV (Bereavement)   PL (Personal/Emergency)   L (Legal)

FMLA (Major Medical/Major Family)  M (Military)   VAC (Vacation)

PD (Pay Deduct)

HR April 2005
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Leave Log -- Employee

Employee: For use only if employee’s work site is distant from liaison. Use this report to record leave to your liaison. Include Leave Pre-Approved Requests when required.

Site Liaison reports sick leave on Leave Accounting Monthly form to ESD Payroll Dept. At the end of each academic year, liaison submits Leave Log to ESD Personnel. Attach Leave Pre-Approved Requests. These records are part of the permanent personnel file.

Employee _________________ / _____________________ 
Date _________________

PRINT 



SIGNATURE

Please report the following absences 

	
	Date 

month/day/year
	# Of Hours Taken
	Reason
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SL (Sick Leave)   BRV (Bereavement)   PL (Personal/Emergency)   L (Legal)

FMLA (Major Medical/Major Family)  M (Military)   VAC (Vacation)

PD (Pay Deduct)
HR June 2003
_1119349107.bin

