WHITE DEER ISD
ABSENCE FROM DUTY REQUEST/REPORT FORM

· For discretionary leave (personal or vacation), school business, and professional development, this form must be submitted  5 days in advance to the time you are requesting to be absent from duty.  The form must be submitted immediately upon return for all other leave.

· Absence of five or more consecutive days for personal or family illness must have a written statement from a health care practitioner attached.

· Leave request will be granted in accordance with board policy DEC.

· Discretionary leave must not exceed more than two consecutive days without supervisor’s approval.
	Name

	Position



	Campus

	Date



	Reason for Absence
	Date(s) of Absence
	Half or Full Day
	Choose One

	       Personal Illness or medical appointment

       Is Illness or injury work related? Yes or No
	
	
	State Leave
	

	
	
	
	Local Leave
	

	       Illness or  medical appointment in family

       Specify relationship:  husband
	
	
	State Leave
	

	
	
	
	Local Leave
	

	        Death in family

        Specify relationship:
	
	
	State Leave
	

	
	
	
	Local Leave
	

	        Personal 
	
	
	State Leave
	

	
	
	
	NA
	

	        Leave to care for a newborn child or

        for placement of a child
	
	
	State Leave
	

	
	
	
	Local Leave
	

	        Jury duty or subpoena (attach documents)


	
	
	State Leave
	

	
	
	
	NA
	

	        Professional Training

        Specify:
	
	
	NA
	

	
	
	
	NA
	

	        School Business

        Specify:
	
	
	NA
	

	
	
	
	NA
	

	        Vacation

	
	
	NA
	

	
	
	
	Local Leave
	

	        Full Dock


	
	
	State Leave
	

	
	
	
	Local Leave
	

	       Comp Time

	
	
	NA
	

	
	
	
	NA
	

	( FOR OFFICE USE ONLY)                 SUBSTITUTE INFORMATION

                          Name                                                                             Date                                           Length of Day

__________none___________________                                __________________                     ___________________

__________________________________                                __________________                     ___________________

__________________________________                                __________________                     ___________________

__________________________________                                __________________                     ___________________



	Employee Signature


	Date    

	Principal/Supervisor Signature
	Date



	Superintendent Signature


	Date

	Leave Status:

                                                               Approved                                                                        Disapproved


PROCEDURE FOR ABSENCE FROM DUTY FORM
1. Absence from Duty form is located on the WDISD front web page

2. Absence from Duty form must be submitted electronically, not in paper form

3. Complete form and save a copy for your records

4. Send the completed form to the school secretary for substitute scheduling

either 5 days in advance for discretionary leave, school business, or professional development.  The form must be completed within 24 hours after returning to work for all other absences.  

5. The secretary will submit the form to the principal for approval.

6. The principal will send the approved form as an attachment to Wendy Ruthardt for her documentation.  The principal will carbon copy the employee and secretary when the request is approved. Wendy will forward the form to Mr. Vaughn for absences requiring his approval.  The employee will receive the approved request from Wendy after Mr. Vaughn’s approval.

7. The secretaries will utilize this form and the substitute forms for providing
Wendy with the paperwork needed for substitute payroll.

