
MADRID-WADDINGTON CENTRAL SCHOOL 
 

Administrators’ Group 
 

Request for Leave o r  Excuse for Absence 
 
 
 

I hereby request a leave of absence on _______________________________________. 
         DATE(S) 

 
  Half Day _________  ____ AM    or     ____ PM 
  Full Day _________ 
  
  
Please indicate √ reason for leave request below: 
 
____ Personal Leave  
          

____ Vacation 
 
Excuse for Absence from work: 
  ____ Personal Sickness  
  ____ Family Sickness 
   ____ Bereavement  

 ____ Attendance in Court ( P r o v id e  a  c o p y  o f  t h e  n o t ic e  t o  s e r v e  a s  a  ju r o r ; o r   
           S u m m o n s  – if  s c h o o l r e la t e d , n o  c h a r g e  o f  d a y ( s )  t o  e m p lo y e e ) . 

  ____ Attendance in Court ( If  p e r s o n a l, e m p lo y e e  w ill  b e  c h a r g e d  p e r s o n a l d a y )  
  
 
  
 
      __________________________________ 
      Employee Signature 
 
      __________________ 
      Date 

APPROVED BY: 
 
 

________________________________  ______________________ 
Eric Burke, Superintendent   Date 


