SAUGERTIES CENTRAL SCHOOL DISTRICT

ABSENCE REQUEST FORM


TYPE OF ABSENCE:  (Please Check)

    *INDIVIDUAL LEAVE        
______

*TITLE VII ACCOMMODATION DAYS   
 _____

                                (SESA, STA, ASPA)

           PERSONAL LEAVE         
______
  
 JURY DUTY (attach notice)   

_____

       
(A personal leave day may not be used prior to or immediately

 after a school vacation or recess; it may not be used for recreational

       
 or entertainment purposes;  and it will not be used for monetary 

       
 compensation.)         

    *SICK LEAVE


______

 VACATION LEAVE



_____

    *BEREAVEMENT LEAVE
______

*OTHER




_____

          FAMILY RELATIONSHIP     _______________________

    *UNPAID LEAVE


______

    *EXPLANATION:  ________________________________________________________________________                          

     ________________________________________________________________________________________

    DATE(S) OF ABSENCE: ___________________________________________________________________

   DATE FILED:  _______________

PRINT APPLICANT’S NAME ____________________________

SIGNATURE OF APPLICANT ____________________________







APPLICANT’S TITLE               __________________________








          SCHOOL               __________________________

    DATE APPROVED: ___________
SIGNATURE OF SUPERVISOR ___________________________

    DATE APPROVED: ___________
SIGNATURE OF SUPERINTENDENT OR DESIGNEE 







 (For Individual Leaves Only)

_____________________________________________

    PAYROLL CLERK’S INITIALS _________                                        




INSTRUCTIONS


1.  Employee completes form and submits to supervisor for approval.


2.  Supervisor signs form and sends to Payroll  


3.  Employee will be notified by Payroll Clerk if he/she does not have requested time available. 


4.  Payroll Clerk sends monthly absence report to Superintendent.
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