Absence Request (or Notification) 


· Requests for Absence are subject to approval, based largely on coverage being pre-arranged.

· Notification: this form serves as a “notification” only in cases of an unplanned absence (due to illness, mishap, etc.) 

Please read carefully and process this form using the following sequence:

1. Team Member ensures coverage prior to making request 

2. Team Member completes ALL shaded areas in all sections (A through D, or form will be returned unprocessed)
3. Supervisor ensures team member has arranged coverage; discusses request; approves/declines; tracks on calendar 
4. Human Resources/Support tracks and logs time and returns form to team member  

    A.  Personal Information: 
	My Name: 
	Terry Teacher
	My Campus: 
	My Campus 
	Today’s Date: 
	01 Jul 2016


	My annual PV & PP allowance:
	10
	3
	Total annual PV & PP allowed to date:
	5
	1.5

	 X  % of this year completed:
	50
	%
	+  PV banked (not taken) last year:
	2
	

	= Total annual PV & PP allowed to date: 
	5
	1.5
	-  PV/PP taken so far this year:
	3
	1

	
	
	
	= Total Eligible PV/PP this year (to date):
	4
	0.5


(earned this year so far + banked from last year):
B-1.  Time Requested (or Notified): (increments of quarter-days: 0.25, 0.5, 0.75, or 1.0 day; fill-in shaded areas)
	
	
	Day, date, mon, yr
	
	Day, date, mon, yr
	
	Total dates
	
	Increment
	
	Total days
	TYPE1: PV, PP, or UA
	Reason(s) – state simply or explain in detail below

	a.
	From
	Thu, 14 Jul 2016
	thru
	Fri, 15 Jul 2016
	=
	2
	X 
	1
	= 
	2.0 
	PV
	Extending weekend / R&R 

	b.
	From
	
	thru
	
	=
	
	X
	
	= 
	
	
	

	c.
	From
	
	thru
	
	=
	
	X
	
	= 
	
	
	

	d.
	From
	
	thru
	
	=
	
	X
	
	= 
	
	
	

	
	
	
	
	TOTAL TIME REQUESTED:
	=
	2.0
	
	


	B-2. Reason(s) for request/notification (if more space is needed from table above)

	


C.  1Notes on Absence Type:
* As per Employment Stds Act: Employees must complete one year of full-time employment to qualify for paid absence from work; however, Summit allows paid absences within the first 12 months (and thereafter) as percent of each calendar year worked up to the date of Absence Request 
** Please refer to the Summit Payroll Policy for more detail.  
· PV = Paid Vacation; PP = Paid Personal Time; UA = Unpaid Absence 
· When UA is indicated in above table, the amount normally paid for this time is withheld from the next pay cheque. 

· Collaborate fully with your leader/supervisor to ensure suitable coverage for the requested absence so your request can be approved. 

D.  Employee Signature & Coverage Verification:  
	I have arranged ‘coverage’ so my responsibilities and functions are performed well in my absence:
	My Signature Here
	Today’s Date Here 


E.  Approval / Confirmation (for Support Office use): 
	SUPERVISOR / TEAM LEADER
	
	SUPPORT OFFICE

	
	Approved – Coverage has been arranged
	
	
	Approved 

	
	Declined – Alternate dates to be discussed
	
	
	Declined – alternate dates to be discussed
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