
Ben Franklin Junior High School

Pre-Arranged Absence Form
(To be used only if a student will miss 3 or more school days consecutively.)

Student Name: _____________________________________ Grade: ____________________

Dates absent: __________________________ to ________________________

Philosophy: The staff at Ben Franklin believes that classroom attendance is very important and absences should be kept
to a minimum. However, we do recognize that there are times when vacations or other family events unavoidably occur
during the school year.

DIRECTIONS:

Parent/Guardian: Write and sign a note explaining the absence, including when, why, how
long, etc. Attach the note to this form. (Note should include parent/guardian signature)

Student: Present this pre-arranged absence form, with the note attached, to each of your
teachers to sign. Once all teacher signatures are complete turn the form in to the main
office/attendance secretary.

Teacher: Sign form to indicate that arrangements for make-up work have been made..

Period Class Teacher Signature Comments
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Learning
Center

Note: Attendance is recorded when the completed form is returned to the main office/attendance
secretary. Failure to turn in completed form may result in unexcused absences.

Office use only Date received: Initials:

Parent Signature: ________________________________________   Date: ________________
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