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             TIME-OFF REQUEST FORM
Name: ____________________________________________________________________

	Type of Time Off  (please check one)
Temporary Absence

· Request to be completely absent on scheduled day(s) due to another commitment

· Maximum of 5 days

Extended Absence I:
· Reduced Internship Schedule
· Must continue all Tutoring Sessions & Electives 

 
Extended Absence II:

· Temporary leave from Internships & Electives
· Must continue all Tutoring Sessions 


Extended Absence III:

· Temporary leave from Internships, Electives, & Tutoring Sessions
Requisites for all Extended Absences: 

Maximum three (3) months -- must continue TASA workshops  -- must continue Mentee check-ins (if applicable)
*Once approved, applicant’s must notify internship supervisors, elective teachers, and tutors of reduced schedules.


Reason for Request  (please check one)

        Medical Leave                 Sports/Clubs                   School Obligation                 Family Obligation                Other
***Date(s) of time-off: _______________________________________________________***
Please provide a brief explanation of why you are requesting time-off in the space below:

	


Youth Leader Signature: _____________________________________________     Date: _______________

	OFFICE USE ONLY

Approved:                 YES                   NO               Reason: ___________________________________________________________
Signature: ______________________________________________________________    Date: __________________________

Director Approval



