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Sick/Personal Leave Request Form 

 
 
I, ______________________________________________, request the following 

day(s) off from work: _____________________________. 

 

Reason for request: 

 __________Personal    ___________Sick 

 

I have provided the following materials for a substitute teacher: 

 

_____Class Roster 

_____Lesson Plan 

_____Attendance Cards 

_____Hall Passes 

_____Emergency Procedures 

_____Discipline Plan 

_____Lunch List 

_____Notification, to Chris, that a  
          substitute is needed 

 

Signature:___________________________________      Date:__________ 

 

 

_________Approved    ___________Denied  

 

Reason for denial:________________________________________________________ 

________________________________________________________________________

________________________________________________________________________ 

 

Principal’s Signature: __________________________  Date:_____________ 


