
St. Paul’s High School - Planned Absence Form 
STEP ONE 

Student Name:    Grade: 9 10 11 12 (Please circle) 

Date(s) of Absence:    # of school days missed:     

Counselor’s Name:    

Reason for Absence:     

 
 

 
Phone #:   Parent Email:    

STEP TWO 

 The student must take this form to his teachers in advance of the absence to receive a comment from each of his teachers.  

 The parent and the student should closely review the “Teacher Comments” section.  

 The student is responsible for contacting all of his teachers about work that can be done in advance as well as any other work that can be made up. 

Course Teacher Name Teacher Comments/Initials 

STEP THREE 

After reading the above “Teacher Comments” as well as the Attendance Policy on the reverse side of this sheet, 

I give my permission for my son to be absent from school. 

 

___________________________________________________________                __________________________________________ 

 Parent/Guardian Print                                                                       Parent/Guardian Signature  

STEP FOUR 

Please return this form to Ms. Horne at the Front Desk AT LEAST THREE SCHOOL DAYS PRIOR TO THE DATE(S) OF ABSENCE. 

Ms. Horne will forward this information to the VPS. 



Parents, as the primary caregivers and educators of their children, have the right to remove their child from school. However  St. Paulʼs High School, through the VPS, 

reserves the right to determine whether an absence is recorded as “excused” or “unexcused”. St Paulʼs holds that a student who accumulates more than 14 absences from 

any full credit course (7 absences for a half course) is putting himself at risk of losing his credit. The Principal and the VPS will examine the nature of the absences. In 

general, medical absences supported by a physician’s note are not included in this total. 

 
What the student learns when under instruction, through the teacherʼs instruction and through his interaction with other students, is what the school certifies when it issues 

him a credit towards his matriculation. Of course, the studentʼs formation by the school occurs outside of the classroom, par ticularly on retreats, on field trips, performing in 

band concerts and (when these cannot be accommodated outside class time) sports activities. The school must accommodate the e ducation that these sorts of activities 

provide under the guidance of its instructors; therefore, any minimal amount of class time missed for these sorts of activities is not counted as an absence from class. A ll 

other absences are counted as an absence from class. For recording purposes, the school makes the distinction between support ed absences, unsupported absences, and 

disciplinary absences. Supported absences occur with the approval of parents and the school, while unsupported absences occur  upon the studentʼs own initiative.  

Disciplinary absences occur as a result of suspension. 

 
Supported Absences: Absences because of illness, medical appointments and other parentally approved purposes require a note from parents. The sch ool reserves the 

right to request a doctorʼs note to confirm an absence. 

 
Illness: It is the studentʼs responsibility to have a parent call in his absence by 8:30 a.m. on the day he is absent. Likewise, it is his responsibility to have a note from his 

parents when he comes back or when he has to leave early. Failure on either or both of these may result in  a JUG. Any student who does not report for classes by the 

beginning of the third period may not be allowed to participate in any extra-curricular activities the day of the absence. If a student is to be out for an extended period of   

time, a call does not need to be made every day. In cases of extended or serious illness or injury, a statement may also be requested from the fa mily physician advising the 

school of the situation and any help the student may need from the school for recovery to good health. It is the studentʼs responsibility to contact the teacher and make 

arrangements to catch up on work missed in class. 

 
Medical Appointments: The expectation is that all dental and medical appointments are scheduled outside of school hours unless  absolutely necessary.  For appointments 

that will take up part of a studentʼs day, it is the studentʼs responsibility to bring a note, signed by a parent, explaining  the nature of the appointment, when the student will need 

to leave school and when he is expected to return. Medical appointments taking a full day are treated as would be an illness. 

 
Family Trips, Tournaments, and other Planned Absences: These include family trips when the school is in session, non-school sports tournaments, cultural events and 

driversʼ license testing. Note: The permission of the Principal or VPS is required for any family related absence longer than 4 days t o be supported. The School strongly 

discourages the scheduling of these sorts of events when school is in session.  However, if parents decide to remove their son from class for such events, then it is solely 

the studentʼs responsibility to make up for work missed during his absence. The student must contact his teachers before his absence to make arrangements for any tests 

he will miss. He is also responsible for making arrangements with his teachers for any assignments that may be due during his absence.   If a student does not make 

alternate arrangements agreeable to his teachers before his absence, he may suffer an academic penalty  for all tests missed or late projects. 

 
Request for Planned Absences 

All requests for planned absences are made to the VPS using a “Planned Absence Form”. Planned Absence forms are available in the Resources Section of the St. Paulʼs 

High School Community portal, the front desk, or the VPS. Planned absences may be considered excused by the school when the procedures stated below  are followed: 

 
 The student is responsible for completing the form, gathering the proper information and signatures, and returning  the form to the VPS three days prior to first date 

of the planned absence. Furthermore, a student is responsible for completing any work assigned by his teacher in the time fra me agreed upon by the teacher and 

student. 

 Teachers are responsible for filling out their portion of the form including giving some indication as to how the absence will affect the studentʼs grade, whether  
make-up work is allowed and, if so, what the expectations are for completing the stated work. 

 Parents must review the teachersʼ comments and qualifications and, recognizing that they bear the chief responsibility for the education of their son, make a 

reasonable decision based on the consequence associated with the absence. Parents must then sign the form. They are equally r esponsible with their sons for its 

completion and delivery to the VPS. 

 The VPS will give final approval, make any additional comments and place the form in the studentʼs  file. 

 
The earlier the school is notified, the sooner parents will be in possession of the inf ormation needed to base their decision regarding the absence. A completed “Planned 

Absence Form” is considered written notification of the absence. Failure to properly complete the form may result in unexcuse d absences for that period that the student is 

not in class. In that case, make-up work may not be allowed and discipline consequences may be issued.  


