REQUEST FOR PERSONAL DAY

A REQUEST FOR PERSONAL DAY must be completed by any employee who is absent from their position for reasons other than illness or pre-approved professional meeting or activities.  

Please submit to your immediate supervisor at least two (2) days in advance of the date requested.

NAME________________________________________PROGRAM____________________

SCHOOL ____________________________________________________

DATE(S) ABSENT ________________________________________

____________________________________________

Employee's Signature

____________________________________________

Building Principal's Signature

____________________________________________

Action Taken by SASED

____________________________________________

Special Education Administrator

