REQUEST FOR ABSENCE FROM INSTRUCTION

NAME __________________________________________________________________________________
DATES TO BE ABSENT FROM INSTRUCTION _______________________________________________
REASON FOR ABSENCE__________________________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
SCHEDULED INSTRUCTION (SPEFICY BY COURSE NUMBER OR NAME) THAT WILL BE:
(   ) RESCHEDULED ______________________________________________________________________
(   ) OMITTED ___________________________________________________________________________
(   ) HAVE SUBSTITUTE INSTRUCTOR _____________________________________________________
SUBSTITUTE INSTRUCTORS AND RESPONSIBILITIES _______________________________________
________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________
NOTES: _________________________________________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
APPROVED _________________________, CHAIR
DATE ________________

This form must be used when requesting permission to be absent from regularly-scheduled instructional duties.  It should be filed well in advance of the planned absences.  
