Elementary Notification of Pre-Arranged Absence

(This sheet should be turned in to the office at least 2 days prior to the absence) 
           Swayzee
Sweetser
Converse
       Rob Martin, Principal                        Nijaul Drollinger, Principal                              Valree Kinch, Principal                                 

    robma@ohusc.k12.in.us                       
 nijauldr@ohusc.k12.in.us     
                           valreeki@ohusc.k12.in.us                                   

        (765) 922-7926
   (765) 384-4371
(765) 395-3560



_________________________________  WILL BE OUT OF SCHOOL ON THE FOLLOWING 
                 (STUDENT NAME)

DATES:  ___________________________.  IT IS THE STUDENT’S RESPONSIBILITY TO SECURE 
          

 (DATE OF ABSENCE)

THE CLASSROOM ASSIGNMENTS FROM HIS/HER TEACHER(S).

PLEASE MARK THE TYPE OF PRE-ARRANGED ABSENCE THAT IS BEING TAKEN.

_____ *Appearance in court


_____ * Religious holiday

_____ * State fair participant


_____* Page at the General Assembly

 _____* Helper on the election board 

_____ * Funeral 

_____* Other (please explain below) 
_____________________________________________________________________________________
To be completed by school staff:
Date Received:_____________  Signature of School Staff:_____________________________________

THE BACK OF THIS PAGE IS A COPY OF THE PRE-ARRANGED ABSENCE PROCEDURE FROM THE ELEMENTARY HANDBOOK.  PLEASE FOLLOW THE PROCEDURE.
Pre-arranged absence procedure
1. The parent should get a pre-arranged absence form from the school office or on the school’s web-site.
2. The pre-arranged absence form must be completed and turned in to the office at least two school days in advance of the absence.
3. The building principal will determine the request and respond to the parent in writing.

· Failure to follow the correct procedure may result in an unexcused absence.

· Students are responsible for all classroom material missed.

· Extra time is not given to complete work.
10 day rule

Excessive absences, for whatever reason, contribute to a student not being able to receive the learning experience needed.  It is felt that more than ten (10) days of absence per semester is excessive.  The exception to this statement would be due to extended illness or injury.  Absences beyond the ten (10) days must be supported by a doctor’s documentation.  Indiana Code 20-8.1 1-3-20 states in part that it is unlawful for a parent to fail or refuse to produce a certificate of the incapacity for an attendance officer within six days after it was demanded.  Absences beyond the ten days without the doctor’s documentation will be counted as unexcused. Excessive unexcused absences may result in a visit from the prosecutor’s office.

A Pre-arranged absence will not be considered excused unless the child has 10 or less days of absence for the semester.  Absences because of a court appearance, state fair participation, participation as a page in the state assembly, service as an election helper or religious holiday will not count against the 10 day rule.
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