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Absentee & Substitute Request Form 

 
To:   Linda Cline, Principal or   Date(s) of Absence:________________________ 
   Tim Kratochvil, Principal  
 
Teacher’s Name:  _____________________________________________________________ 
 
Grade Level/Subject Area:  _____________________________________________________ 
 
Circle one:    M     T     W     R     F 
 
Circle one:  All day  A.M. only  P.M. only 
 
If ½ day is requested, circle periods sub is needed (include homeroom and study hall): 
  

1      2      3      4      HR      5      6      7      8     SH 
 
Circle one:  Prep period:     1      2      3      4      5      6      7      8 
 
Reason (circle one): 
 
 1.   Sick Day  (Employee) (Family Member) (Medical Appt.) 

2. Personal Day 
3. Bereavement Day 
4. Jury Duty 
5. Conference/Workshop 

What  ____________________  Where  ____________________ 
6. Field Trip 

What  ____________________  Where  ____________________ 
 
Substitute Teacher requested:  __________________________________________________ 
 
Substitute Teacher hired:  ______________________________________________________ 
 
Principal Signature:  ____________________________________ Date:  _________________ 
 
Notes:  ____________________________________________________________________ 
 
__________________________________________________________________________ 
 

 

 


