Absent from Duty Report
· Staff who may request personal leave of 2 consecutive days must have preapproval from their campus administrator or supervisor.
· Annually staff will have personal or family related absences for medical reasons.  An absence of more than 3 consecutive days requires a medical note.
· Employees requesting or reporting extended leave or more than 5 days must schedule a conference with the personnel office.

· NOTICE:  Leave Policy DEC (Local) is available online.
	NAME:       
	ID #:        

	CAMPUS:       
	DATE:        


Due to 81st Legislative changes, all employees must select type of leave to be used. 
	ABSENCE REASON:
	DATE(S) OF ABSENCE:
	TOTAL DAYS ABSENT:
	LOCAL

LEAVE
	STATE

LEAVE
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(Explain)

	Personal Leave:


	     
	     
	     
	     

	

	Sick Leave:
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Attach Certificate
	     
	     
	
	
	     

	Assault Leave:

	     
	     
	
	
	     

	Jury Duty, Vacation,

Comp Time, Other: 
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CHECK ONE:
 FORMCHECKBOX 
  If leave selected above has been exhausted, I give permission to use other leave available before getting my pay docked.
 FORMCHECKBOX 
  If leave selected above has been exhausted, I do not give permission to use other leave available.  I understand that if I have exhausted the selected leave above, my pay will be docked.
	EMPLOYEE SIGNATURE:
	DATE:

	PRINCIPAL/SUPERVISOR SIGNATURE:
	DATE:
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