
Emergency Leave Request Forms
Human Resources Department

The Human Resources Department has adopted an electronic workflow for requesting
Emergency Leave for paraprofessionals, teachers, administrators, and administrative assistants.
Please use the directions below to request emergency leave. Once a requesting staff member
completes the process, the form is electronically routed to the building principal/immediate
supervisor, then to HR for final approval and signature. All parties will receive the electronic
copy once the workflow is complete.

Technical issues with BlueInk can be directed to edtech@molineschools.org.

1. Sign in to the Staff Intranet site by clicking the Sign in With Google button.

2. Navigate to the Human Resources tab and locate the Leave Forms area.

3. Choose the leave form for your employee group.

4. Fill out the required information as presented below. Enter your name and email as the
Requester, and your immediate supervisor/principal (be careful to spell the email address
correctly). Click Submit.

https://www.molineschools.org/staff/quick-links/staff-intranet-login/staff-intranet


5. Check your email for a message from BlueInk to complete the form.

6. BlueInk will launch in a new window with what appears to be a blank form. Click the Continue
button to complete the form as shown below.

6. BlueInk will not allow you to complete the form without finishing each required field. The Next
button at the bottom of the screen can be used to navigate to each field (or push Tab on your
keyboard).

7. Once the form is completed, click Finish in the lower right corner.

8. The form will then be routed to the person indicated in step 1 via email and follow the same
process.

9. All parties will receive the completed form upon completion.


