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Name 									 





Center 				 Content Area 				





First Day Absent 			 Expected Return Date 			


Reason for Absence:			      	





   �   Sick Leave			   �  Jury Duty





   �   Annual Leave		   �  Sick Leave Without Pay





  �  Personal Day			   �  Leave Without Pay





  �  Bereavement			   �  Suspension





  �  Accident on Job		   �  *Work Schedule Change





  �  Family Leave Act		   �  				





Explanation, if necessary 						





									


Was Absence:





Expected in Advance		�  Yes           �  No





Reported on First date Absent	�  Yes	          �  No





Considered as:			�  Excused    �  Unexcused





Date 		 Prepared by 					





Date 		 Approved by 					





*Date 		 Approved by 					


					 (Leave of Absence Approval)





Note:  Executive Director will approve leaves of absence without pay.


* Not authorized to work over 40 hours per week.





(Forward a copy of this form to the Executive Secretary.)


























	





 





ABSENCE REPORT





�





Name 									 





Center 				 Content Area 				





First Day Absent 			 Expected Return Date 			


Reason for Absence:			      	





   �   Sick Leave			   �  Jury Duty





   �   Annual Leave		   �  Sick Leave Without Pay





  �  Personal Day			   �  Leave Without Pay





  �  Bereavement			   �  Suspension





  �  Accident on Job		   �  *Work Schedule Change





  �  Family Leave Act		   �  				





Explanation, if necessary 						





									


Was Absence:





Expected in Advance		�  Yes           �  No





Reported on First date Absent	�  Yes	          �  No





Considered as:			�  Excused    �  Unexcused





Date 		 Prepared by 					





Date 		 Approved by 					





*Date 		 Approved by 					


					 (Leave of Absence Approval)





Note:  Executive Director will approve leaves of absence without pay.


* Not authorized to work over 40 hours per week.





(Forward a copy of this form to the Executive Secretary.)


























	





 








[image: image4.emf] 

[image: image5.emf] 

[image: image6.emf] 

[image: image7.emf] 

[image: image8.emf] 

[image: image9.emf] 

[image: image10.emf] 

[image: image11.emf] 

[image: image12.emf] 

[image: image13.emf] 

[image: image14.emf] 

[image: image15.emf] 

[image: image16.emf] 

[image: image17.emf] 

[image: image18.emf] 

[image: image19.emf] 

ABSENCE REPORT  

[image: image20.emf] 

[image: image21.emf] 

[image: image22.emf] 

[image: image23.emf] 

[image: image24.emf] 

[image: image25.emf] 

[image: image26.emf] 

[image: image27.emf] 

[image: image28.emf] 

[image: image29.emf] 

[image: image30.emf] 

[image: image31.emf] 

[image: image32.emf] 

[image: image33.emf] 

[image: image34.emf] 

[image: image35.emf] 

[image: image36.emf] 

[image: image37.emf] 

