Scheduled Absence/Emergency Absence Form

SHU requires that students who miss classes for university-sanctioned events must make arrangements with their professors in advance for making up work. Note that there may not always be an appropriate make-up assignment. (Version 1.6;  17 Jan 2006)
	Absence Type:
	 FORMDROPDOWN 


	Your Name:
	     

	Course:

	     

	Today’s Date:

	     
(At least two class periods before your planned absence; as soon as possible after an emergency absence.)

	Date of Absence:
	     

	Reason for Absence
If you wish to keep your reasons private,  include a note from an appropriate SHU authority confirming that your request is appropriate.
	     

	Your peer contact
Someone to tell you what you missed.
	     

	Homework affected
Consult syllabus.
	     

	Proposed make-up plan
	     

	Classwork affected
	     

	Proposed make-up plan
	     

	Attachments
If you are submitting attachments (electronic or printed), ensure that your instructor knows what documents go with this request. 

If your attachments are electronic, upload them to J-Web and mention their file names here.  

If your attachments are paper, describe them here. Submit this form electronically, as usual, but also submit a printout attached to your paper documents. 
	     


Note that approval of a planned absence does not automatically include an extension, nor does it automatically mean make-up work will be available.
Instructor response:  
	 FORMCHECKBOX 
 Approved.
	Follow the submission procedures specified in the syllabus.

	 FORMCHECKBOX 
 Approved, with notes.
	     

	 FORMCHECKBOX 
 Please revise and resubmit.
	     

	 FORMCHECKBOX 
 Rejected.
	     


