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	ABSENCE REQUEST FORM

for All Employees
Southern Illinois University Edwardsville

	Print or Type Name
	Banner ID
	Beginning Date/Time
	Ending Date/Time

	     
	     
	     
	     

	SICK LEAVE
	Non-Accruable
	Prior to 1/1/84
	1/1/84-12/31/97
	Accruable after 1997

	No. of Hours :
	     
	     
	     
	     

	OTHER LEAVES
	Vacation
	Temporary
	Funeral
	Compensating Overtime
	Absent without pay
	Other – Please Specify*


	No. of Hours :
	     
	     
	     
	     
	     
	     

	*REASON:       

	Employee’s Department:

      
	Employee’s Signature:


	Today’s Date:

     

	

	Approved
	Denied
	Signatures
	Today’s Date

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Chairperson or Supervisor:
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Dean, Director, or Fiscal Officer:
	     

	Employees are to submit absence requests to their immediate supervisors or department chairs in advance, consistent with any applicable personnel policies and collective bargaining agreements.  Except in cases of illness or injury, employees should submit such requests at least one week in advance unless immediate employing units require greater advance notice, based on University operating needs.  Absences for illness or injury to employees or family members lasting more than 3 days require FMLA documents and medical certification.   12/10
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