
Staff Attendance/Leave 
 

School ______________________ 
 

Date  Name R/A* Time 
Out Time In 

Job 
Related

(check) 
Destination Personal 

(check) 
≤45 Minutes 
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>45 
Min ** 
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leave 
form 
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* R = Regular Schedule A = Alternate Schedule 
** Note: >45 minutes requires administrative approval and a submitted leave form (within 48 hours). 


