Record of Absence 
Please complete this form and return to your Principal

All personal/professional days should be requested at least 48 hours in advance.
Teacher:       
Date of Absence:      
If more than one day, Date of return:       
Absence should be deducted from:  FORMDROPDOWN 

1. Sick Day

2. Personal Day

3. Professional Day
comment:      
4. Other                     
comment:       
Portion of day taken:  FORMDROPDOWN 

Teacher Signature_________________________________

This portion to be filled out by the building principal

Substitute:_______________________________________

Substitute to be paid from:____________

1. Title         2. PDC         3. Sub Fund            4. Other________

Principal Signature__________________________________
