[bookmark: _GoBack]RECORD OF ABSENCE FROM CLASSES OR OFFICE HOURS
OFFICE OF ACADEMIC AFFAIRS
TENNESSEE STATE UNIVERSITY
The Office of Academic Affairs is responsible for ensuring that faculty members are present to provide instruction, academic assistance and advisement services to which TSU students are entitled. To establish a record of time when faculty are not present to perform assigned duties, the form is to be completed by the faculty member , submitted to the department head for approval and filed for absences other than approved sick or annual leave. The form is not required when official annual or sick leave has been approved. The official university leave form should be used for annual and sick leave.
INSTRUCTIONS:  For anticipated absences from classes or office hours, complete this form and submit for approval from your department head. Department heads should submit their own record of missed classes or assignments directly to their dean. For unanticipated absences, complete and submit the form to department head immediately upon your return to work. In all possible instances, the department head or dean should be contacted about the absence so that arrangements may be made for class coverage and students informed that you will not be able to hold classes or hold assigned office hours.
Faculty Name_______________________________		Date________________________
Department   _______________________________		College______________________
				Duties Missed 
Course Number 			Dates missed			Times
1.
2.
3.
Office Hours			Dates missed 			Times 
____________________________________________________________________
Faculty Member’s Signature________________________	Date ____________________
Department Head’s Signature_______________________	Date  ____________________
Dean’s Signature (for Department Heads)
Note: Please use reverse side for comments. This form must be filed in Department Head office for use in annual reports and other questions concerning faculty absences.
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