
GENEVA CITY SCHOOLS 

EMPLOYEE ABSENTEE FORM

Name: Date:

Leave Requested Dates Requested Total Days

Sick

           _____Personal     _____Family     _____Strong Personal Ties     _____ Death in Immediate Family 

Personal

Vacation 

Professional 

Jury/Court

Paid Parental Leave 

Additional Personal

Unpaid

Substitute Assigned: **Transportation only**

Sick Leave- is defined as a personal illness or doctor's quarantine, incapacitating personal injury, attendance

upon an ill member of the employee's immediate family (parent, spouse, child, foster child currently in the

care or custody of the employee, sibling) or an individual with close personal ties.  Death in the family of the

employee or another person with strong personal ties.

Additional Personal Days- each employee has three additional personal days that they may use if 

needed.  Pay will be docked the cost of a substitute ($82.50), even if a subsitute is not required.  In the 

event of a situation not controllable by the employee (fire, flood, death in the family, etc), these additional
days may be granted at no charge to the employee. These days require prior approval of the Principal

and Superintendent.

Professional Days a copy of the approved professional development request must be attached to the 

leave form in order for this leave to be granted.

Jury/Court leave requested must have a court subpoena or jury summons attached. Cases of a personal 

nature require the use of personal day and do not qualify for this type leave.

Requested by:

Employee Date 

Approved by:

Supervisor Date

Approved by:

Superintendent (when required) Date


