[bookmark: _GoBack]LAKENHEATH HIGH SCHOOL
PREPLANNED ABSENCE FORMStudent Last Name: ________________________ 
 Student First Name:________________________

The student should obtain a preplanned absence form for absences that last up to 5 days. (A Student Educational Monitoring Plan (SEMP) must be completed for absences greater than 5 days.) This form should be completed and returned at least 3 days before the absence. Failure to do so may result in the absence being unexcused. Careful planning of preplanned absences is necessary to ensure successful completion of course requirements. Teachers may recommend that the work is turned in ahead of time or that tests be taken prior to departure when it is in the best interest for academic achievement. Preplanned absences will not be approved during standardized testing. (Reminder: Parents need to notify the attendance office of any absences. Students should notify teachers and obtain assignments in advance for any known absences regardless of length.
· Parents notify the school in writing at least one week prior to the first day of the absence.
· Student/Parent fills out a preplanned absence form (available from the attendance office).
· Administration signs the form.
· Students have teachers complete the pre-approval form and then submit it to the attendace office.
· A copy is then given to the student and a copy is retained and filed in the student’s folder.

I. To be completed by Parent and Student.
Date of Absences: _________________
                          I understand it is my responsibility to obtain, complete, and submit the work missed during my absence in the prescribed time line.
	Student Signature:

	Date:

	Parent Signature:

	Date:

	TO BE COMPLETED BY ADMINISTRATOR:

	Administrator’s Signature:

	Date:   

	Administrator Comments:





	Block
	Subject
	Remarks
	Teacher Signature

	B1
	

	
	

	B2
	

	
	

	B3
	

	
	

	B4
	

	
	

	R5
	

	
	

	R6
	

	
	

	R7
	

	
	


Trip requested at least 3 days in advance: YES / NO

       II. 	To be completed by Classroom Teachers:








[image: ]*The teacher’s signature indicates that the teacher has been notified of the “Request for Absence.”
 The remarks will notify the parents of their student’s current status in the classroom.
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