EAST BATON ROUGE PARISH SCHOOL SYSTEM
P. O. BOX 2950
BATON ROUGE, LOUISIANA 70821
REQUEST FOR LEAVE FOR PROFESSIONAL REASONS

TRAVEL OUTSIDE THE PARISH OR LEAVE WITHOUT PAY
**THIS FORM MUST BE SUBMITTED FOR APPROVAL AT LEAST 20 DAYS PRIOR TO THE FIRST DAY OF REQUESTED LEAVE **
***THIS FORM IS TO BE USED FOR MULTIPLE TEACHERS ATTENDING PD/FIELD TRIPS NOT REQUIRING EXPENSES***

DATE: ____________________________


TO: _______________________________________
(APPROPRIATE ADMINISTRATOR)

SCHOOL: ___________________________________________


GRADE: ___________________________________
Your approval is requested for school personnel to attend the following:
 FORMCHECKBOX 
  PROFESSIONAL LEAVE
 FORMCHECKBOX 
  FIELD TRIP
 FORMCHECKBOX 
  OTHER _________________________________
REQUEST TO ATTEND: ___________________________________________________________________________________________________

EVENT LOCATION: ________________________________________________

EVENT DATE: ________________________________
FUNDING SOURCE: 
 FORMCHECKBOX 
  SCHOOL
 FORMCHECKBOX 
  CENTRAL OFFICE
 FORMCHECKBOX 
  TITLE I
 FORMCHECKBOX 
  PK
 FORMCHECKBOX 
 OTHER __________________________
**IF FUNDING IS REQUIRED, INDIVIDUAL REQUEST FOR PROFESSIONAL LEAVE FORM MUST BE SUBMITTED (Example Pre-K)**
	EMPLOYEE NAME

(PLEASE PRINT)
	EMP ID
	POSITION
	SUBSTITUTE REQUIRED (Y/N)
	TEACHER SIGNATURE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


_____________________________________________________



____________________________________ 

(SIGNATURE OF ADMINISTRATOR REQUESTING APPROVAL) 





(DATE)
TO BE COMPLETED BY THE SUPERVISING ADMINISTRATOR AS APPROPRIATE:

THE REQUEST FOR LEAVE AS STATED ABOVE IS:      FORMCHECKBOX 
  APPROVED      FORMCHECKBOX 
 DISAPPROVED __________________________________________
APPROVED:  ________________________________________________



_____________________________________



(SUPERVISOR/EX. DIRECTOR/ASST SUPT/SUPT)





(DATE)
WHITE – Original     GREEN – Copy     YELLOW – Payroll     PINK – Director     GOLDENROD – School/Department
