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Known Absence Request (One form per child)

Please keep in mind, the process must begin no less than 10 days prior to the absence; and no more than 30 days before the requested absence period. Please complete the top section of this request and begin the approval process with your student’s homeroom teacher. Grades 6-8 will also be required to have special’s teacher approvals. The last approval required is from the director. When the director makes his final decision he will forward the form to the front office staff who will make copies for the teachers, student records, and the family. Students who are in grades 5-8 are expected to keep the form with them and request teacher approval at the beginning or end of class. They can then bring the form to the office for routing to the director. If one or more teacher(s) or the director deny the request it is possible that your request could be denied by the director. Should you choose to ignore the reasons for denial and have your student be absent, the student will be recorded as unexcused. This information is routed to Jefferson County and the Truant Office as required by law.
Date Submitted:

Student:

Grade:

Date(s) requested for absence:

Reason for Absence:

Length of Absence Requested:

Date of Expected Return: 

Parent Signature:  

FOR SCHOOL USE ONLY
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	Office Notes:

Copied to Teachers:


	Copied to Student Files:
	Copied to Parents:
	Other Notes:


Know Absence Request Form Addendum (revised Fall 2007)
Please note the assignments and activities that your child must complete before, during, and/or after his or her extended absence.  These assignments/activities are written on the Known Absence Request Form and/or attached to the form.  While every effort is made to have assignments /activities available for students to being working on before their absence, often teachers will indicate “See me when you return” in order to provide individualized instruction time, and as a result, students’ grades on subsequent assignments and/or final quarter grade may be negatively impacted.
Jeffco School Board Regulation JH-R

“It is essential that students absent from school make up work missed.

It is the responsibility of the student and parent or guardian to initiate requests for and pick up makeup work on the day he or she returns to class from an excused absence.

Makeup work should reflect class assignments missed during the absence, and a reasonable amount of time should be allowed for work completion.  Time allowed to make up work is twice the number of classes or days missed (two days allowed for makeup work for each day of absence); however, an extension of this time limit may be approved by the school administration. Students who complete makeup work within the required timeline will receive full academic credit earned for the makeup work.”
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