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PRE-ARRANGED ABSENCE REQUEST 

Today’s Date:______________  Student name: ____________________________  Grade:_____  
The above named student will be absent from school on the following date(s)_______________
__________________   for________________________________________________________.  
                                                                                       (reason for absence)
I/we have read and understand Pre-Arranged Absence policies as outlined below.  I agree to complete the requirements and accept full responsibility for any missed work during this period of time.  
_________________________________		____________________________________
 Print Parent Name					Print Student Name
_________________________________		____________________________________
Parent Signature						Student Signature

It is required that the student and parent follow the procedures outlined below:
1.  Students should obtain their grade at the time of the absence request and the teacher signature on the appropriate line on the reverse of this sheet.  Students should then take this form home for a parent/guardian to review and sign. Student will then return this form to the office for administrative approval.
2. All work missed must be made up after the student returns to school.  One day of make-up time will be allowed for each day absent.  IT IS THE RESPONSIBILITY OF THE STUDENT TO SEE THEIR TEACHERS AND OBTAIN THEIR MAKE-UP ASSIGNMENTS.
3. Pre-arranged approved absences will be counted as a part of total absences for the year.  Students who are absent 20 times in one year WILL BE SUBJECT TO REPEAT THE GRADE.

***Once requested, pre-arranged absences are subject to administrative approval.  These pre-arranged absences are intended for family trips, college visits, or job internship/shadowing purposes ONLY.



TO BE COMPLETED BY TEACHER:


______________________________________________________________________________
     Subject				Grade to Date			Teacher’s Signature
______________________________________________________________________________
     Subject				Grade to Date			Teacher’s Signature
______________________________________________________________________________
     Subject				Grade to Date			Teacher’s Signature
______________________________________________________________________________
     Subject				Grade to Date			Teacher’s Signature
______________________________________________________________________________
     Subject				Grade to Date			Teacher’s Signature
______________________________________________________________________________
     Subject				Grade to Date			Teacher’s Signature


ADMINISTRATOR APPROVAL:
I approve of the above student being absent from school on the requested dates under the conditions as set above.
______________________________________
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