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Columbia College
Request for Excused Absence
(do not use this form if you have been absent/will be absent for more than 5 days)
Please complete and submit this form to the Registrar's Office with a copy of required documentation within 2 days of returning to school.
Instructions:
Student Information - WHO
Dates of Absence - WHEN
Date(s) Requested for Absence:
(What day(s) were you absent from class?)
Student Program:
Reason for Absence - WHY
Supporting Documentation:
Please attach any documentation required to support your absence to this request form.  If you are unsure if you require supporting documentation, please refer to the back of this form.
I am requesting that my absence(s) above be excused.  I have completely filled out the Request for Excused Absence form and I have attached any documentation required as shown on the back of this form to support my absence(s).  By signing this form, I confirm that all information contained on this document and its attachments are complete and truthful to the best of my knowledge.  I understand that my request and any attached documentation will be reviewed by the Registrar's Office and that by submitting this form and the required documentation it does not guarantee my absence will be excused.
For Office Use Only
Please select the reason you were absent below (choose only ONE)
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How to use the "Request for Excused Absence" Form
Attending all your classes is important towards successfully reaching your goals.  Columbia College monitors the total  
percentage of time that you are in class.  This includes lates and both excused and unexcused absences.
Please note the following:
-The "Request for Excused Absence" form can be used for a single class, an entire day or a period of 5 continuous days or less.  If you have been absent or will be absent for more than 5 continuous days, please contact the Registrar's Office as soon as possible.
 
 -All "Request for Excused Absence" form, as well as required supporting documentation must be submitted to the Registrar's  Office within 2 school days of returning to school.  Any forms and/or documentation received after this time period will not be reviewed by the Registrar's Office and the absence will remain unexcused.
 
 -Submitting a "Request for Excused Absence" form and all required documentation within 2 days of returning to school,   
  does not guarantee the absence will be excused.
 
 -Any "Request for Excused Absence" forms received by the Registrar's Office incomplete or without the required 
  documentation will not be reviewed and the absence will remain unexcused.
Absence and Required Supporting Documentation 
1.  Learner and Family Related Health Issue  (Every student is granted 2 sick days per academic term)
-After a student has used these 2 days, the student is required to submit a dated doctor/medical note.
2.  Funeral (Up to 1 day is allowed)
-Documentation to support the location, date and time of funeral is required.
-If a student is required to be absent more than 1 day for the funeral, he/she or a family member must contact the Registrar's Office.
3.  Learner and Family Related Medical Specialist Appointment
-Students are required to request this type of absence before the date of the appointment.
-Appointment card confirming the type of appointment, location, time and place of appointment is required.
4.  Transportation (Up to 1 day per academic term)
-Documentation may be required.
5.  Childcare Emergency (Up to 1 day)
-Dated note from your childcare provider is required.
-If a student is required to be absent for more than 1 day due to a childcare emergency, he/she must contact the Registrar's Office.
6.  Child School Event
-Notice from the school showing type of event, date and time of event is required.
7.  Court Appearance or Legal Appointment/Ceremony
-Legal documentation or documentation showing type of appointment/ceremony, the location, time and date of the
 appointment/ceremony.
8.  Religious Holiday (Up to 1 day per academic term)
-Note from student explaining type of holiday and date is required.
9.  Other Emergencies
-Other emergencies are only reviewed upon special request.
Attendance Monitoring
-English as a Second Language, Academic Upgrading and Integrated Training attendance is monitored over the entire academic semester (academic term = 1 semester)
-Attendance for Professional Programs is monitored over the length of the program.  Where the program is separated into terms, absences beginning adding up at the start of each term.
-Please refer to Columbia College Attendance Policy and Regulations (ADMP-151) for further information regarding attendance monitoring. You can obtain a copy of this policy by e-mailing the Registrar's Office at registrar@columbia.ab.ca.
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