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Appendix A

STUDENT ABSENCE REQUEST FORM 

         

                                                STUDENT’S NAME             TODAY’S DATE

POLICY: Other than for illness or recognized emergency, students may be excused once in each class during each semester for a 

serious academic, personal or ministerial reason. Such reasons would include, but are not limited to: attendance at special 

workshops, in-service or convocations of a valuable academic or ministerial nature, participation in field education experience,
retreat or vocation awareness presentation, attendance at the funeral of a non-family member. Except for emergencies or under 

exceptional circumstances, dental and medical appointments are to be scheduled other than during class time. Absence from class
for reasons of illness is verified by the infirmarian. Except for infirmarian-verified illness or absence approved with this form, all 

other absences from class are “unexcused”. Three unexcused absences are grounds for failing a class. In all cases, required course 

work must be made up.  

REQUEST FOR APPROVED ABSENCE 
 
Date of requested absence:      

 FROM:                   Date             Time        TO:   Date       Time 

Reason for absence:  

 For extended/overnight absence, please provide a telephone number where you can be reached:        

DIRECTOR OF STUDENTS’ CLEARANCE:  The above request for absence from classes meets the requirements of the  
stated academic policy. 

 Director of Students’ Signature:        Date:    

INSTRUCTORS’ PERMISSION 

Permission to be absent from class is granted directly by the instructor. By signing this form the instructor hereby grants permission 
for the student to be absent from class. 

 Course Instructor’s Name Instructor’s Signature 

 Course Instructor’s Name Instructor’s Signature 

 Course Instructor’s Name Instructor’s Signature 

 Course Instructor’s Name Instructor’s Signature 

APPROVAL OF ABSENCE 
With permission of the above signed instructors,  (Name:)  

 is approved to be absent from class(es) on the following date(s):  

Director of Students:         Date: 

       Original:    Director of Students 

    Copies To:    Student, Instructors, & Academic Dean                                                                   Revised 03/2006 


