GATEWAY REGIONAL SCHOOL DISTRICT

ADVANCE REQUEST FOR ABSENCE

PROFESSIONAL STAFF

Professional Staff:  Only 1 personal day may be taken during May or June of any one school year and only 1 personal day may be taken either before or after February or April school vacation periods.  Any exception to these conditions will be left to the determination of the Superintendent of Schools.

I______________________________________________ am requesting:

Name of Employee

(A personal day on _______________
(A half personal day on_______________

(A sick day on ___________________
(A half sick day on___________________

(A religious holiday on____________
(A half religious holiday on____________

(A bereavement day on____________
(A half bereavement day on____________

(Jury duty on _________________ (attach copy of jury duty notice)

(A professional day on ______________
(A half professional day on____________

Reason:____________________________________________________________________

To be excused from after school responsibilities:

(Late day on_________________
(Faculty meeting on__________________

Reason:_____________________________________________________________________

(To leave before contractual dismissal time (5 minutes after last bus departs)____________

Reason:_____________________________________________________________________

(To be absent without pay on____________________

__________________________________
______________

Signature of Staff Member
Date Requested

__________________________________
______________

Signature of Supervisor
Date Approved

__________________________________
______________

Signature of Superintendent (if necessary)
Date Approved

Substitute:_________________________
(Approved
 
(Not Approved

