
LOWER SCHOOL PLANNED ABSENCE REQUEST FORM 

 
STEP 1 - Read the following: 

Because of the advanced planning nature of this absence, if this form is completed at least 1 

week in advance of the absence, the student will receive credit for missed work and the 

requested work from the classroom teacher(s). However, families who do not complete the 

form 1 week prior to the absence will face the risk of work NOT receiving credit or not receiving 

the requested work from the classroom teacher(s). According to the Parent/Student Handbook 

planned absences are reserved for health or family emergencies (we acknowledge in the case of 

an emergency the family will complete the form as soon as possible), competing in high level 

sports competitions, legal proceedings and medical appointments that cannot be rescheduled 

after school. All assignments should be obtained prior to the planned absences.  

 

STEP 2 - Fill out this section. 

 

Name: _____________________________       Date(s) of absence: ________________________ 

 

Reason for absence: _____________________________________________________________ 

 

 

STEP 3 - Obtain Dean of Student & Faculty Success (Jennifer Severski) Approval and Signature. 

 

This absence is: ​ ​ _______ Excused​ ​ ​ _______ Unexcused 

 

________________________________________​ ​ ​   _______________________ 

Dean of Student and Faculty Success Signature ​ ​ ​ ​            Date 

 

 

STEP 4 - Please take this form to the classroom teacher(s) for his/her signature. 

 

 

________________________________________​ ​ ​   _______________________ 

​ Classroom Teacher Signature ​ ​ ​ ​ ​ ​ Date 

 

 

STEP 5 - FINAL STEP. Please return this COMPLETED form to Mrs. Edgar. 


