Dillard Academy Charter School

 Employee Time-Off Request Form
Example: Sick, Personal, Professional Development, Funeral, Military Leave, Jury Duty, Call-In 

Name: _____________________________
			Print Name Here

	Date
	Time Start
	Time Ended
	Time Taken
	Reason

	 

	 
	 
	 
	 

	 

	 
	 
	 
	 

	 

	 
	 
	 
	 

	 

	 
	 
	 
	 

	 

	 
	 
	 
	 

	
	
	Total Time Taken:
	
	


TARDY TIMES/DATES
	Date
	
	
	
	
	
	
	

	Time
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	[bookmark: _GoBack]Time
	
	
	
	
	
	
	

	
	
	
	
	TOTAL TARDY TIME
	



__________________________________			__________________		
Signature								Date
Admin ONLY 
◘Time approved as sick leave    ◘ Time approved as personal leave 	◘ Time NOT approved
◘ Time approved without pay     ◘ Time approved with pay

		Hours accrued________________		Hours after leave ________________		
Comments:_______________________________________________________________________________________________________________________________________________________________________________________________________








______________________________________________				___________________
Secretary’s Signature							Date
__________________________________				______________
Principal’s Signature							Date

PAYROLL INT. ________

