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The UW requires that requests and approvals for planned employee leave be documented in writing prior to the leave being taken. To simplify the process for requesting leave and to provide an official departmental record for audit purposes, all employees requesting planned leave (annual, personal holiday, use of accrued compensatory or holiday time) must submit a request to their supervisor using the online Planned Leave Request Form found online at https://depts.washington.edu/hstime. When a request is submitted online, the employee’s supervisor will be able to review and approve the request in the system. These records will be used to verify that the leave reported on an employee’s weekly timesheet received prior approval by his/her supervisor. Note that this procedure does not necessarily replace any established leave request practices currently required by supervisors. 

The online request form is to be used for planned annual leave, use of personal holiday, and accrued comp/holiday time. Contact the department Administrator immediately to request leave or a modified work schedule because of a serious health condition, a family’s member’s serious health condition, or parental leave to care for a newborn or newly adopted or placed child. 

