Trenton Special School District
Request for 
Professional Leave
· The top portion of this form must be completed and approved before taking leave.
To be completed by teacher:
	Teacher requesting leave:                 
	

	List requested activity; and
*attach brochure or agenda
	

	Reason for request:
	
	Travel with a group of students to a convention/competition

	
	
	Attend a coaching clinic/state tournament

	
	
	Other, specify:


	Date(s) of requested leave:
	

	Signature of teacher:
	


Approved by:
	Principal (initial):
	

	Supervisor (initial):
	

	Superintendent (initial):
	


[image: image1.emf]
To be completed by the substitute teacher:

	Name of substitute teacher:
	

	Social Security Number:
	

	Address:

	

	Dates taught:
	

	Total number of days:
	

	Signature of substitute:
	


To be completed by payroll:
	Check date:
	


Pro








