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SUBJECT:
Leave of Absence Request/Report Form
POLICY:
The University of Texas Health Science Center at Houston (UTHSC-H) requires that all employees submit a written record reflecting their hours worked and hours  absent from headquarters.

PROCEDURE:


The employee must complete a Leave of Absence Request/Report form for those events requiring prior approval (ex. vacation, holiday, military leave, jury duty, or any planned absent time) .  The form must be filled out completely (see directions on the reverse of form 395-30-14) and approved by  your supervisor according to established deadlines.

The original is returned to the timekeeper and yellow copy is retained by the employee.  This will ensure that the employees cumulative time record remains accurate.

If sick time or unplanned absences are used routinely or excessively, the supervisor may initiate informal or formal discipline procedures (See Administrative procedure on Employee Counseling and Supervision).

Related Standards:

UTHSC-H Handbook of Operating Procedures
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