Ridgway tea School District

EXTRA TIME/DUTY REPORT

What is the Purpose of the Form?

This form is used to report extra time reimbursable by contract to the professional
staff.

‘Who Should File the Form?

The employee performing the extra time or duty should complete the form and
return to his/her principal.

When Should the Form be Filed?

The form should be filed upon completion of the extra time/duty.

Special Notes:

If an employee does not know the reason for the teacher’s absence, please inform
the Principal’s Office when submitted.
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