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Absence Request-Off Form

Employee Name:
Manager Name:
Date Submitted:

	Type of Absence Requested
	Date of Request

	
	From
	To

	Sickness
	
	

	Military
	
	

	Vacation
	
	

	Jury Duty
	
	

	Bereavement
	
	

	Maternity/ Paternity/ Medical leave
	
	

	Time Off Without Pay
	
	

	Other
	
	


You must submit requests two weeks in advance prior to the requested dates, except for sickness. Sickness may be requested in advanced for scheduled medical procedures or appointments. Proof of appointments or illness may be required depending on the length of time or request.

Approval for vacation time will be based on dates requested, seniority and eligibility. Vacation requests are not automatically approved and approval must be noted below. Vacations are limited on or near holidays, due to business needs. Requesting time off during special days such as Mother’s Day, Father’s Day and Valentine’s Day are limited.  

Before making arrangement for vacations or special days off please keep in mind approval is needed prior to any commitments. If you do not show up for your shifts because you assumed you were approved, but your request was not approved then your absence will be considered a no-call no-show and will be treated as such. Please follow our procedures to avoid these actions. 

Employee Signature                     Manager                              Approved □ Disapproved □
X_____________________    X_____________________          Date_______________
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