Jefferson County Schools Teachers Leave Report

Teacher’s Name:






School Year ____________

Instructions:  Each teacher must file a leave report for all absences. Sign your name in full (no initials), indicating the number of the reason for absence, name of substitute used and return folder to file.

Reasons for Absence:

1. Illness of teacher or family
2. Personal Leave*  (Must be approved in advance!)
3.   Leave without pay
4.   Professional Leave*  (Must be approved in advance)


5.   Jury Duty

6.   Military Leave


7.   Vacation
8.   Comp Time

9.   Sick Leave Bank
       10.  Bereavement

	Half Day
	Full Day
	Mo/Day/Year
	Name of Substitute Used
	Reason

Number
	Teacher Signature
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