Port Townsend School District #50

 LEAVE/TRAVEL REQUEST

Employee Name:  






  Building






Date(s) of Absence: 





 

Substitute:   EQ \X(  )   Not Required
 EQ \X(  )   Required  :




















Date(s) Substitute Required
Type of Leave Requested:

 EQ \X(  ) 
Sick Leave


 EQ \X(  ) 
Emergency Leave


 EQ \X(  ) 
Jury Duty


 EQ \X(  ) 
Annual Leave (classified)

 EQ \X(  ) 
Parental Leave


 EQ \X(  ) 
Court Appearance

 EQ \X(  ) 
Personal Leave (certificated)
 EQ \X(  ) 
Maternity Leave


 EQ \X(  ) 
Military Leave


 EQ \X(  ) 
Bereavement Leave

 EQ \X(  ) 
Association Leave

 EQ \X(  ) 
Other Leave

 EQ \x(  ) 
Family Illness


 EQ \X(  ) 
Non-Paid Leave (attach letter to Supt. stating specifics) 

 EQ \X(  ) 
Professional Development Leave Workshops/Conferences (Must Complete Lower Portion)

Request for Professional Development Travel:

•
Ten working days prior approval required to attend any conference, workshop or meeting.

•
Out of State Travel requires Board approval. Request must be submitted fifteen working days prior to the School Board Meeting.

•
Please attach workshop/conference/meeting information.

Workshop/Meeting/Conference Title: 











Destination/Location: 













Travel Reimbursement Requested For:

 EQ \X(  ) 
Meals      EQ \X(  )    Lodging
 EQ \X(  ) 
Mileage    EQ \X(  )   Other Transportation     EQ \X(  )   Registration

 EQ \X(  ) 
Other-Specify 












Charge Expenses to:











(Budget Account Code)




Principal



Date



Employee Signature


Date

Director




Date



Superintendent/Designee

Date



 EQ \X(\X(  ) Approved \X(  )  Not Approved) 
        Port Townsend School District No. 50

SUBSTITUTE REQUEST FORM

Today's Date 



School Site: 










Reason for Absence 






Account Code:  




Name


    

   Absence Date       Time Sub  
     Name of Sub Requested  
  Assignment








      Needed  








Signature of person requesting substitutes




Signature of Principal
Distribution of Approved Form:




White - District Office;  Yellow - Business Office;  Pink - Employee;  Goldenrod - Principal/Director

