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	Distinctive Home & Healthcare


Absence / PTO Request
Absence Information
	Employee Name:
	

	Contract & Location:
	

	Project Manager:
	


	Type of Absence Requested:

	
	
	Sick
	
	Vacation
	
	Bereavement
	

	
	
	Military
	
	Jury Duty
	
	Maternity/Paternity
	
	


	Dates of Absence:  From:
	
	
	          To:
	




                                        Total Hours Requested: _______________________

	Reason for Absence:


	You must submit requests for absences, other than sick leave, 10 days prior to the first day you will be absent. 

Absences for sick must be submitted within 24 hours of returning to work.


**Note: New Employees in their 90-day introductory period are not eligible to use paid leave; therefore, necessary time off (if approved) will be without pay.
	
	

	Employee Signature
	Date



	On Site Supervisor (courtesy and not approval)                                                                                                                           
	Date




Distinctive Home & Health Care Manager Approval

	
	
	Approved

	
	
	Rejected


Available PTO Hours: _____________   as of ____________

	Comments:  

	

	Manager Signature 

	Date


	Human Resources
	Date


