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WILMINGTON CITY SCHOOLS
341 S Nelson Ave

Wilmington, OH 45177
phone: (937)382-1641,  fax: (937)382-1645 

STUDENT VACATION/LEAVE NOTIFICATION FORM (SECONDARY)

Promoting strong attendance is a priority for the Wilmington City School District.  We encourage 
families to plan trips to avoid students missing school. It is the responsibility of the parents/guardians 
to be familiar with our board policy, student handbook, and administrative guidelines regarding student 
attendance prior to making a decision to pull a student from school.  Students who are taken out of 
school for trips or vacations must provide the school prior written notice.  The responsibility for such an 
absence resides with the parents/guardians, and they must recognize that reteaching and learning the 
material will be a challenge for the teachers and the student. If the school is notified in advance of the 
trip, every reasonable effort will be made to provide assignments for the student to complete while they 
are absent. 

This form is to document that the student has provided the school with prior notice of the absence and 
that the parent/guardian understands the policy on school attendance and is aware their child is in solid 
standing with school attendance. 

1. The student should have strong attendance prior to the notification.
2. The student will make up all work that the teacher assigns.

Although the teacher(s) will provide a general list of assignments prior to the trip, the remainder of the 
assignments will be available upon return. The student will have an equal amount of time to make up 
the work missed. (3 days absent = 3 days to make up work, etc.)  Regular attendance is required by the 
Ohio Revised Code and is necessary for success in school. Excessive absence from school disrupts 
the continuity of the learning process. In most situations, the work missed cannot be made up 
adequately. Students who have strong attendance usually achieve higher grades, enjoy school, and 
form better work habits later in life. 

For more information on our attendance policies please  visit WilmingtonCitySchools.com 

Submit this notification form, along with the attached Student Assignment Page, to the school office in 
advance of the student’s absence. 
********************************************************************************************************************* 
NAME OF STUDENT ______________________________________________GRADE __________ 

DATES STUDENT WILL BE ABSENT ___________________________________________________ 

REASON FOR ABSENCE ____________________________________________________________ 

Signature of Parent or Guardian Date 

http://www.wilmington.k12.oh.us/parents
http:WilmingtonCitySchools.com


STUDENT ASSIGNMENT PAGE
STUDENT VACATION/LEAVE NOTIFICATION 

Student’s Name:  _____________________________________________  Grade:  ______ 
 (Please print your first and last name) 

Dates of scheduled absence:  _______________________________  No. of School Days:  ______ 

Student Instructions: 
● Prior to scheduled absence, complete and sign this form.
● Then take the form to each of your teachers and ask them to complete the teacher section.
● The completed form should be turned in to the school office along with the Student

Vacation/Leave Notification Form for the principal’s signature.

Student Responsibility Statement:  I acknowledge that I am responsible for making up all work 
missed during my absence. I understand that I will have 1 day for each day missed to make up missed 
work in order to receive credit for that work (3 days absent = 3 days to make up work, etc). 

Student signature:  ________________________________________  Date:  __________________ 

Teachers, please complete the following: 

Bell 
Initial and Date  

(I am aware and may assign 
homework) 

Subject/Class and Comments regarding 
assignments during this absence 

1st 

2nd 

3rd 

4th 

5th 

6th 

7th 

8th 




