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Before the workshop: 

· Employee completes Section I of the Request for Professional Leave (this form) and submits to principal/supervisor for approval. 

· Principal/supervisor completes and signs Section II of the Request for Professional Leave giving approval. 
· Secretary keeps original and gives a copy of this approved Request for Professional Leave to employee. 
· After receiving approved Request for Professional Leave, employee registers on eSchools or with outside agency.
SECTION I: Completed by Employee
	Geoffrey C. Duncan
	
	004596
	
	Knightdale HS

	Employee Name (Please print)
	
	Employee #
	
	School/Department

	NC Cisco Instructor Meeting
	
	     
	
	March, 11, 2011

	Workshop Title
	
	Session Reference #
(if in eSchools)
	
	Date(s) of Workshop

	I hereby request  
	1
	day(s) of professional leave to attend the above named workshop. 


Employee Signature





Date
SECTION II: Completed by School/Dept 

I hereby authorize the employee listed above to attend the above referenced training. 
Principal/Supervisor Signature




Date
Funding Source
	 FORMCHECKBOX 

	School Funds (which source):
	     

	 FORMCHECKBOX 

	Central Service Funds (Attach Funding for Professional Leave form received at the workshop from workshop instructor.  SEE BELOW)

	 FORMCHECKBOX 

	Outside Agency (Name):
	     


If Central Service funds are the funding source

At the workshop: 

· Employee signs-in at the workshop and indicates if they need a substitute. 
· Employee gets a copy of the signed Funding for Professional Leave form from the workshop instructor if they are eligible for a substitute.  

After the workshop: 

· The next working day (regardless if the employee is tracked out) the employee submits the Funding for Professional Leave form that was provided by the workshop instructor to their secretary in order to get their substitute paid on time.  
· Secretary completes Section III on this form and keys the absence using the budget code provided on the Funding for Professional Leave form.
· Secretary attaches the Funding for Professional Leave form to this Request for Professional Leave and maintains both forms in their school/department records for audit purposes.
SECTION III: Completed by Secretary/Bookkeeper 

Is a Substitute Teacher needed?
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Job #:
	     
	 Substitute Name:
	     
	Substitute #:
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