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Faculty Absence Form
									           	current date:  9/6/11

· This form should be used by all faculty members (classroom teachers and coaches), both full and part-time, in the event a faculty person anticipates or must be absent from class for any reason.   

· For unanticipated absences,
1. Email substitutes@s-sm.org
2. Email  the Department Chair
3. Email either the Middle School Director or Director of Studies

A one period absence should be covered within the appropriate department whenever possible.  

· For anticipated absences, seek permission to miss class from the dept. chair(s) and the Middle School Director or Director of Studies.  If the absence is approved and of an extended nature (3 or more days), then consult with the dept. chairs(s) and the Middle School Director or Director of Studies about the possibility of hiring a substitute to cover classes for the duration of the absence.  

Faculty:  Please fill out the Faculty Name, Date(s) of absence section & Part A of the form only and submit to appropriate personnel listed below.

[bookmark: Text1]Faculty Name:  	     

[bookmark: Text2][bookmark: Text9]Date(s) of absence       through      

What periods do you need covered?                               

Is the request for time off paid  |_| or unpaid |_| 

Part A:  (check all boxes that apply to your absence)

[bookmark: Check1][bookmark: Check2]|_| substitute@s-sm.org emailed   |_| Dept Chair(s) emailed	|_| M.S. Director/ Director of Studies emailed

|_| COE Director emailed	|_| Athletic Director emailed	
[bookmark: _GoBack]
Reason for Absence 


Part B: (to be completed by administrative office only)

[bookmark: Check3]|_|  Absence Approved as stated above   
[bookmark: Text6]    	Initials of M.S. Director  
    	Initials of Director of Studies
	Initials of COE
	Initials of Athletic Director	  


After approval of absence this form is to be sent to Michelle Mahowald in the HR Office and the teacher of origin will be contacted of approval and/or non-approval of requested leave.
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