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 FACULTY/STAFF 

REQUEST FOR ABSENCE

Name: _____________________ Date: ____________


List each date and times missed

List hours absent under reason
Date

Times
Sick        
Personal        Professional
______
_________
______
______           ______
______
___________
______
______           ______
Provide reason for absence:

_________________________________________________________________________

If professional day(s) are taken, list workshop/seminar attended and location.

_________________________________________________________________________

	Classes Missed
	Day
	Time
	Substitute
	Provisions made for absence

	
	
	
	
	

	
	
	
	
	


Authorized Approval _____________________________   Date: ___________________

*Please make an appointment with the Principal / Assistant Principal for requests for administrative leave.
+ Annual Leave mark separately
10 and 11 month employees do not earn annual leave. On rare occasions, they may find the need to be absent from work to tend to personal matters that cannot be handled outside of the work day. In such cases, diocesan site management has the authority to allow the use of accrued sick leave, up to a maximum of two days per school or contract year. Diocesan site management reserves the right to deny requests for use of sick leave for personal matters that can be handled outside of the work day. Except in the case of an emergency, it is expected that the request for use of sick leave for an absence attributed to a personal matter will be made with as much advance notice as possible.  Excerpt from the Diocesan Employee Policy Manual, July 1, 2013

For Business Office Use:





Number of hours charged_______________  Balance of Sick leave in hours _______________          ________________
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