LEAVE REQUEST
FORM

NAME: EMPLOYEE#: WORK SITE:

DATES OF ABSENCE: through Work Days Involved:

Reason for absence (check below):

Negotiations - District Sponsored

Insurance Committee - District Sponsored

Interview Panel - District Sponsored

HTA Site Rep Employee Representation - District Sponsored

HTA Union Business (Billed to HTA when sub is utilized) Name of sub (ifknown):

OO0 00 O

Other: (explanation)
Employee signature Date
Administrator/Manager Date
HTA President/Designee Signature Date

How to use Frontline for HTA/Union Business
1. Ensure that you have been directed by, or have permission from, HTA to use Union release time for HTA

or Union business. Contact htaoffice@htaonline.org for further information.

2. Loginto Frontline

Create Absence 0 Scheduled Absences o Past Absences o Denied Absences

Please select a date Need more options? ~ Advanced Mode
September 2022

ptember o Substitute Required m FILE ATTACHMENTS
Absence Reason [ HTA Union Paid-attach Union p v 3. Select HTA Union Paid-Attach Union Paperwork
Time Substitute Report Time

]
26 27 28 29 30 Fibay V]
. 07:30AM  to 04:30 PM to
Howiot g Choose File | No file chosen

Notes to Administrator Notes to Substitute

Shared Attachments

4. Enter reason
for absence

Cancel « Create Absence & Assign Sub  Create Absence

5. Create Absence


mailto:htaoffice@htaonline.org

