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Human Resources


Service Leave Request to Volunteer Form
Please complete all areas of this form, obtain the proper signatures, and forward it to Human Resources.

	Employee Name:
	     

	Department:
	     

	Date of Request:
	     

	Supervisor:
	     


	Projected dates of voluntary service: 
	     
	to
	     


Leave must be longer than five consecutive work days.  Employee must use vacation time for the first five days.  If approved, the remaining time, up to a maximum of five days, will be paid by the College as service leave at the employee’s current level of compensation without an encumbrance on accrued vacation time.

	Number of days being requested as service leave:
	     


	Sponsoring organization:
	     


Brief explanation of the need to volunteer (what you will be doing):
	     


	
	
	


Employee’s Signature





Date
APPROVAL
	
	
	


Supervisor’s Signature





Date

	
	
	


Department Head’s Signature




Date

	
	
	


HR Representative’s Signature




Date
CC: Requesting employee, File (original)
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