	Pre‑Arranged Absence(s) Request
Manning Oaks Elementary

	A pre‑arranged absence occurs when a parent/guardian notifies the school in advance that a student will be absent. Pre-approved absences will be approved sparingly (no more than 6 days for the entire school year) and should be requested after parents have used Participated Remotely Days when possible. 
· If students miss more than 10 consecutive unexcused absences, they may be withdrawn.
Please note that if your student's pre-arranged absence will be longer than 10 consecutive school days, a withdrawal form will need to be completed before leaving.
· Pre-Approved Absence requests must be made 5 school days in advance of the absence. 
· Only the principal or assistant principal can approve of these absence requests. 
· When determining if the absence will be approved, the student’s academic record and attendance record, including excused, unexcused, disciplinary, or other absence types, will be reviewed.
· Failure to complete this form will result in an unexcused absence.
· FCS encourages families to limit absences during instructional time, as regular attendance is essential for student success.


	Teacher Pre‑Arranged absence process:
1. Submit the completed form to the Data Clerk or Front Office. 
2. After the form is reviewed, it will be returned to the teacher so the parent can be inform of the decision.


	Student Name
Please Print First and Last Name.

	
	Grade
	

	Homeroom Teacher
	

	Dates Student Will Be Absent
	

	Parent Signature

	
	Today’s Date

	Reason for Absence:






	FOR OFFICE USE ONLY:

	Total Number of Absences allowed: 6 
Pre-Arranged days Used:               

1st Semester:             2nd Semester:
	Attendance Updated on IC 
Signature:



