
Pre-Planned Absence Request Form 
 

Students are required by the state to attend school during the designated school year.  As such, family vacations should be 

scheduled to coincide with non-school days during the year.  However, HCS recognizes that at times, students may need to miss 

school for family events, such as weddings, graduations, funerals or military family members being deployed.   

 

If you are planning to have your child miss three or more days of school for a family-related event, you will need to complete this 

form and return it to the High School Office two weeks prior to the pre-planned absence.  Please note that these days of 

absence may be considered as Unexcused Absences.  This form must be completed as follows: 

 

1. Obtain a Pre-Planned Absence Form from the High School Office. 

2. The parent and student complete and sign the form. 

3. The student should return the form to the High School Office. 

4. The students’ teachers will review and note assignments to be completed during absence as well as their current grade 

and any other pertinent information regarding the students standing in the classroom. 

5. Administration will review the request and determine the requested absence as “excused” or “unexcused”. 

6. Upon completion of the above mentioned items, a copy will be sent home to the parent and the original will be kept in 

the students’ permanent file. 

7. Failure to complete this process will automatically default the students absence to “unexcused” and as per the 

Parent/Student Handbook rules, page 4 in the “Absence Limits” paragraph, bullet point #5, “A zero will be given for all 

work done during the period of an unexcused absence…”.   

 

Rules for Pre-Planned Absences 

1. As stated in the HCS Parent/Student Handbook on page 5 in the “Missed Work” section, paragraph 1, “ALL work is due 

when the student returns to school.” 

2. For the purpose of an excused pre-planned absence, work that is not turned in the first day the student returns to class 

will be graded according to each teachers’ late assignment policy. 

3. As stated in the HCS Parent/Student Handbook on page 4 in the “Absence Limits” paragraph, bullet point #3, “Planned 

absences are counted against the twelve days absent.” that are allowed each semester. 

4. Unexcused absences can affect participation in extra-curricular activities. 

 

Student Name:            Student Grade Level:     

Total Absences to Date:          Requested Dates of Absence:       

Purpose of Absence:                

                 

Student Signature:           Parent Signature:        

Principals Signature:        

 

 

 



 

Class Period Teacher Signature 
Current 
Grade 

Assigned Work During Absence  
(due day of return to class) 

Notations 

      

      

      

      

      

      

      

      

      

 


