HR Operations Manual

Reacipt Date School Release Authority PDGE Reference
This Authority verifies this teacher has approvat from the Head Teacher to be absent from Ne
the classroom 1o altend to matters of personal imporiance at the Provincial Education Office.
This release autharity must be attached to a Teacher Query form
1. Teacher Defails (Please print using block |etfers)
Family Name: ... GIVEINBIME(SEY. - oottt e e ee s oo eee e
PIOVINGE. .. oot v et e e e School Name: ... oo v, Scheol Codel | " I ] ]

Emp!oyeeNumberl i | | I I | I I

2, Previous Attempts to Resclve Query

Date issue was first raised mdmmwx| I | I | l ;

Officer Contacted (f known), ....vvvviiviiaiiininirnenrinin,
Attach any relevant correspondence to the "Teacher Query” form.

3. Head Teacher Release Authority

Fam aware of previous altempts by this teacher to resolve the matter included on the attached Teacher Query Form. |
have discussed the matter with the teacher and | have approved his/her release to visit the Provincial Office for the
following period.

Start Date of Release (ddmmw]i I | | ’ | |End date of Release (ddmmwi| | ' I I | |

|:|:|:| days' leave of absence.

{recommend

Head Teacher: ................cccccoiiii i, SIGNAUNET...... s e et e Dale
4. Province Management Checklist
Receiving Ofcer: ..ocoooeevivininiiiieieienieines. POSIHOMS vttt et eeveiens Date: ......ccoveeecennns
Referred ol .......coovveier v e Posilion: ....cccocemri Date,.......ccovivennns
Action Taken:
Query resolved on: ....ooeeeevienennn, Teacher notified of action taken on: ..............
Query referred to Supervisor on. .............. Query referred to NDoE on: . .....ooveviiinencen
Action Officer's Name: ...........c.ooeeeeinieninnnenn. Signatre: vvveeever o es e, Date

5. L.eave Approval by PEA/Superintendent of Ed.
Leave for this teacher Is apptoved as follows:

Dj:l Days as leave with pay

LT

Signature: ............
(PEA/Supeit

Days as leave without pay to count as
service.

Days as leave without pay not to couni

as selvice,

Date: ........
ntendent of Edueation)

6. Personnel Records Management

1. Teacher's Leave/Salary Records

Date Leave/Salary Updates Completed: ...........................
Action OIICOT: v e

2. Information to NDoE

Date information forwarded to ¥0oE:
Action Officer. ...

3.Finalising Acllons
Date Yeacher Query closed and filed;
Action Officer; .......
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