	Anderson College

LEAVE REPORT



The immediate supervisor must approve all personal leaves.  A personal leave form must be submitted to the supervisor advising dates of leave and reason for leave.  The supervisor must submit the completed leave form to the personnel department as soon as the leave is approved.  In the case of illness of employee or employee's family member, the personal leave form must be submitted to the personnel department by the end of the work day that the employee returns to work.  Determination of FMLA leave for sick days must be made within 2 days of the return of the employee and necessary paperwork completed for this to occur.

Personnel Handbook (2.073) 

	
	


Date:                                    Employee Name:

	
	


Department:                                                 Position:

Absence Days                                                     Reason for Absence

	Beginning Date:
	
	
	
	
	
	Sick

	
	Mo
	Day
	Year
	
	
	Vacation

	
	
	
	
	
	
	Other (Explain Below)

	
	
	
	
	
	
	

	Ending Date:
	
	
	
	
	
	

	
	Mo
	Day
	Year
	
	
	


Explanation:

	

	

	

	


	


Employee Signature:

	


Supervisor Signature:

