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All absences from duty must be covered by approved leave. Any absences of one-half day or more
must be approved via a “Request for Leave of Absence” form, obtained from one’s immediate
supervisor or from Human Resources. The required information must be completed, submitted to
the immediate supervisor for approval, and returned to Human Resources. Timely completion and
submission are essential for appropriate recording for payroll purposes. Except for personal illness
or emergency situations, approval is required prior to the absence.

State College of Florida, Manatee - Sarasota

Rev: January 2014, August 2017




