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REQUEST FOR PAID LEAVE TIME FOR CANCER SCREENING 
If you obtain cancer screening during your normal work hours,  

this form must be completed in order for you to be granted leave with pay. 

In accordance with New York State Civil Service Law §159-b, the Syracuse City School District will 
permit employees to take up to four (4) hours of paid leave annually for the purpose of 
undergoing cancer screening. These four (4) hours are intended to be used only for the actual 
screening and reasonable travel time. 

APPROVAL PROCESS 
STEP 1: 
Enter your absence into Employee Absence System using the reason “Excused with Pay”.  In the
comment section type “Cancer screening”.   

STEP 2: 
Take this form to your physician’s office for validation. 

STEP 3: 
When you return to work, forward the completed form to:  Office of Human Resources at the 
email or address listed below. 

 NOTE:  If you submit a timecard, please use the code “CS” to indicate cancer screening.
= = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = 
To Be Completed By Employee: (Please Print) 

Name: ___________________________________ Employee ID: _______________________ 
Appointment Date: _________________________Appointment Time:  __________________ 

To Be Completed by Doctor’s Office: (Please Print) 

_____________________________________________ was seen on____________________ 
Patient’s Name Date (mm/dd/yyyy) 

from _____________am/pm  to _____________am/pm by _______________________________ 
Physician Name 

_________________________________________ ________________________________ 
Business Address Business Phone Number

_________________________________________ 
Physician or Authorized Representative’s Signature 

RETURN Completed form to:  Office of Human Resources 

Office of Human Resources Scott Persampieri, Chief Human Resources Officer  


