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COMP TIME REQUEST

If you are requesting comp time, please indicate the time you have spent outside the regular school day that you wish to exchange for a work day.  Comp time is a practice intended to reward teachers who go above and beyond the expected commitment, and the comp time activities are intended to support the overall campus improvement through activities related to professional development, technology, student discipline, morale/school climate curriculum, etc.  As a reminder, the following conditions apply to comp time requests.

Comp time may be earned for:
· Sponsoring an academic UIL event outside the regular school day
· Hours spent supervising students on field trips outside the regular school day
· Saturday events
· Summer workshops and after school committee meetings approved at the principal’s discretion (submit certificate from workshop with this form)

Once earned, comp time may be sued for:
· Designated comp days only (cannot be used for staff development days)

Comp time may not be used for:
· if you received any form of payment or stipend
· for activities during the regular school day
· if a substitute was provided
· if you earned college hours
· in exchange for tutoring time
· for required meetings (faculty, ARD, LST, Open House, PTA, etc.)
· for the first preparation day of the year



Name: 								 Date: 			

I am requesting comp time for the following preparation day 				
Date

I submit the following activities for approval. (Use back if necessary and attach certificate, if applicable)

																																													
Total hours: ________				Approved                      Denied

							Principal’s initials:  _________
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