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School Volunteer Leave Procedure
King County Code allows the use of up to three (3) days of sick leave each year to allow employees to perform volunteer services at the school attended by the employee’s child (KCC 3.12.225).


Action By:


   

Action:

	Employee
	1.
	Notifies department of the need for leave of absence

	
	
	
	

	
	2.
	Completes request for time off according to department procedures (i.e., absence request form, time sheet, equivalent system) requesting to use SL to perform up to 3 days of volunteer services at the school attended by the employee’s child 

	
	
	
	

	
	3.
	Forwards request for time off paperwork to      

	
	
	
	

	
	4.
	Forwards a written request specifying the name of school and nature of volunteer services to be performed to           

	
	
	
	

	Employer

     
	5.
	Signs and Forwards request for time off according to department procedures (i.e., absence request form, time sheet, equivalent system) to      

	
	
	
	

	
	6.
	Forwards copy of written request to      

	
	
	

	
	7.
	Retains written request for file

	
	
	
	

	Employer

       Or

Employee
	8.
	Enters approved sick leave information into payroll system

	
	
	
	

	
	9.
	Files copy of written request and request for time off paperwork into employee file

	
	
	
	

	Employee
	10.
	Begins school volunteer leave

	
	
	

	
	11.
	Reports back to work

	
	
	
	


      �	
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