INSTRUCTIONS FOR SUBMITTING REQUEST FOR
SICK LEAVE BANK – REFER TO POLICY P-2.4
Members:
1. A current Physician’s Statement MUST be submitted or on file with Risk Management. Prior to submitting the SLB application, please ensure an estimated return date is noted on the Physician’s Statement. 

2. Fill out the top half of the Sick Leave Bank form completely. 
3. Ensure the request includes the circumstances requiring this absence and an explanation of the need for Sick Leave Bank is included.  Attached a memo if additional space is needed. 
3.
An explanation of your sick/PDO leave use/depletion prior to this event is needed.

4.
Sign and date the form on the line provided for “Deputy Signature”.

5.
When completed, fax or scan and email all the above to the Management Services Division to be routed to your Lieutenant/Supervisor and ask them to expedite it through the Captain/Director, and forward it to the Management Services Division.

6. 
After the SLB receives the request, a meeting will be scheduled and you will be notified of the results.  Please allow a minimum of 2-3 weeks for this process after you submit it to your chain of command.
Supervisors:

Please enter your specific comments on the member’s leave use history and your recommendation of this request (attach a separate memo if necessary) as well as your signature.   

