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	FAMILY LEAVE TRACKING FORM


This form is used to track all family leave periods used by an employee and should be placed in their departmental Personnel file. This form only reflects leave time that qualifies under the family leave policy and that the employee has written notice will count against their family leave entitlement. This form should be referred to whenever subsequent leaves are requested to determine how much of the “12 weeks in a 12 month period” entitlement an employee has used.  Periods of “pregnancy disability” (coded “maternity”) of less than 4 months are excluded from tracking. 

Employee Name:  _____________________________________________________________________
	
	Leave Period
	Total Leave Counted
	Cumulative
	

	Reason for Leave
	From
	To
	#Weeks
	#Days
	#Hours
	Total
	Since Date

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


* Leave Reasons include: 

· Medical Non-Work Related 

· Medical - Work-Related 

· Family (bonding period for newborn or adopted children or care of seriously ill spouse, child or parent). 

