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Request Form – Staff Leave 
 
 

Name of Staff:  _____________________________________ 

 

Date of Request:  _____/_____/_____ 

 

Date of Leave:  _____/_____/_____   Date of Return:  _____/_____/_____ 

 

Reason for Leave:  ____________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

Provisions made for substitute or relief:  _____________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

Remarks by administrator:  ______________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

Staff Signature:  ________________________________ 

Approved by:  _________________________    Date of Return:  _____/_____/_____ 
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