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Common Sense Leave Request Form

Employee Name: ______________________________		
	
	Request 1
	Request 2
	Request 3

	Requested Date:
	 
	 
	 

	Requested Time:
	 
	 
	 

	
Reason for Request:
	 
	 
	 

	Make-Up Date: 
	 
	 
	 

	Make-Up Time: 
	 
	 
	 

	Employee Signature:
	 
	 
	 

	Principal Approval:
	YES  /  NO
	YES  /  NO
	YES  /  NO

	Principal Signature:
	 
	 
	 

	
	
	
	

	
	Request 4
	Request 5
	Request 6

	Requested Date:
	 
	 
	 

	Requested Time:
	 
	 
	 

	
Reason for Request:
	 
	 
	 

	Make-Up Date: 
	 
	 
	 

	Make-Up Time: 
	 
	 
	 

	Employee Signature:
	 
	 
	 

	Principal Approval:
	YES  /  NO
	YES  /  NO
	YES  /  NO

	Principal Signature:
	 
	 
	 



Initial here when make-up time is completed: 

Request 1 ______		Request 2 ______		Request 3 ______		

Request 4 ______		Request 5 ______		Request 6 ______

· All Common Sense requests will be filed in the office.   
· Give 48 hour notice for Common Sense leave.
· Make up common sense time within 24 hours. 
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