
PACIFIC GROVE UNIFIED SCHOOL DISTRICT 
CERTIFICATED ABSENCE REPORT 

 
 
Employee   Date(s) Absent  

School or Work Location   

REASON FOR ABSENCE (check one) 

  Bereavement   Leave without pay 

  Industrial illness or accident   Other   

  Inservice release time *1   Personal illness 

  Jury Duty   Witness Leave 

  Leave with differential pay, when authorized 

*1 Note: HR keeps records of inservice release time. Use of inservice release time must be 
coordinated with HR prior to use. 
 
PERSONAL NECESSITY LEAVE (not more than seven days per school year)*2 

  Serious illness or death in family (beyond Bereavement Leave) 

  Accident to person and/or property of immediate family 

  Leave with prior authorization (Use “Request for Personal Necessity Leave” form) 

  Three days leave with prior notification to Principal but without explanation 

*2 Note: Personal necessity leave will be charged to sick leave unless you prefer they be charged 
to an Inservice Release Day instead. 
 
 
    
Employee’s Signature  Date 
 
 
 
  Approved   Not approved 
 
 
 
    
Supervisor’s Signature  Date 
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