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[image: image1.wmf]When you need to ask for time off from work, call as soon as possible!  Use the following guidelines:

	Amount of time needed off from work
	When to ask for time off

	One hour
	One day before

	One day
	One week before

	One week
	One month before


Make the call yourself! 

[image: image2.wmf]This is your job.  Do not have others call for you.  The only three reasons for not making the call yourself are listed below:

1. Death

2. Laryngitis

3. Car accident

How to approach your employer on the telephone                          

· If you are unable to come in to work, it is important to call in before the time you are expected to report to work. 

· You should ask to speak to your supervisor, not a co-worker.  

· If your supervisor is not available, leave a message with a co-worker.  

· Call back later to speak directly to your supervisor.  

· Keep your supervisor informed about your recovery progress.  Call each day with a report.

· Here is an example of what to say on the phone:
A. Hello, my name is ____________________

B. I would like to speak with Mr./Ms. ________

C. Mr. /Ms. _____, this is ________. The reason that I am calling is to notify you that I am sick (or have an emergency situation to handle).  Would it be all right to be absent from work?

D.  When do you plan to return back to work?

Date

Time

Acceptable and unacceptable reasons for absence

	Acceptable Reasons
	Unacceptable Reasons *

	Contagious illness


	Doctor’s appointment

	Severe migraine headaches


	Lack of transportation

	Virus or flu


	Tired, stomach ache

	Death of parent, grandparent, spouse, child, brother, or sister


	Need time to get ready for prom or other function
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	Funeral for friend, cousin, or other relative




*Note:  Your boss may grant you the day off, but it is considered a withdrawal from your bank account.
Other Tips

· Plan ahead!  Your employer will be able to accommodate your needs more easily if you give plenty of notice.

· Your employer will be more flexible if you are a hard-working, reliable, and punctual employee.

· You should not be absent from work more than one day per month!

Sources: 

http://www.careerjumpstart.org/cjsclass.htm  CJS Piggy Bank of Success

  http://www.michigan.gov/documents/FIA-pub-854_55463_7.pdf#search='succeed%20on%20the%20job' Making a Job Work for You:  A Job Retention Handbook, State of Michigan Family Independence Agency.

  http://www.nysweca.org/instruction.htm “Calling Ahead for an Absence from Work,” by Moira Smith.
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