
  
 

GREEN TREE SCHOOL 
VACATION REQUEST FORM* 

 
 
Employee 
 
Current Date:       ____________________________________________________ 

 
Name of Employee:      ____________________________________________________ 
  
Date(s) of Vacation:  ____________________________________________________ 
 
Time Requested:              From __________________  To____________________ 
 (if less than full day)
 
 
Coordinator 
 

Approved:     ⁪   Yes        ⁪   No                      Date: ______________________________      
(As the Coordinator, I have verified the employee has available vacation.) 
 
Reason(s) For Not Approving Vacation Request:  __________________________________                            
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
Name of Coordinator:  ____________________________________________________ 
 
Signature of Coordinator:  ____________________________________________________ 
 
 
 
 
* Eligible employees for vacation leave:  year-round professionals, clerical personnel, and  
   maintenance personnel. 
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