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	Name:

	Today’s Date:

	Date(s) of absence requested (if part of day, please indicate specific times between which you will be off site):



Teaching staff: Do you require cover? Yes/No
If Yes, please detail:
Please ensure you notify Rhi with the necessary cover required.
	Reason (please give details):




LEAVE OF ABSENCE CONFIRMATION

	Complete by Employee, circle reason
Reason:
· Personal
· Medical
· Professional Obligation
· Trip

	

Complete by Head
This absence will be:


· Paid
· Unpaid
· Other

Head

Signature	Date:	



Please complete and return with as much notice as is possible and consider times of appointments if cover is required.
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