SANDRA DAY O’CONNOR HIGH SCHOOL
COLLEGE VISITATION REQUEST FORM

[bookmark: _GoBack]
1. College visitation days are only granted to 11th and 12th grade students, and two visitation days are allowed per year.  If the visit lasts longer than the two days allotted, those days are counted as an excused absence if a parent note is provided.
	
STUDENT: Follow the required steps below to obtain approval for this absence.

2. Check with the prospective college to schedule a visit, or plan your visit to coincide with the colleges regularly scheduled visitation days. (Note: Students may not be absent on days when semester exams are scheduled.)

3. Complete this form and have your parent sign in the space provided.  Parental signature does not guarantee approval of this request as an excused absence.   The Academic Dean must sign and mark your completed form “approved”. 


4. Show the completed form to each of your teachers at least three school days before you are to be absent, and make arrangements for any work you will miss.

5. Return the completed form to the attendance office. They will get the approval and signature from the Academic Dean.


6. Bring proof of visit signed by the college official on college letterhead to use as documentation for absence. Turn document in to the attendance office.

(OVER)

Name:__________________________________________, grade____, is requesting 

Permission to be absent from school on ____________________________________

to visit ______________________________________________________________
                                                 (Name of college/university)
__________________________________     ______________________    ___________
(Parent Signature)                                                (Telephone)                                     (Date)
TEACHERS:  *Please discuss with this student the work that will be missed.  Sign beside your subject and return form to student.  Students may not miss semester exams.
Signatures:                         
    		Period			Subject				Teacher
                                   0		___________________________		________________
		      1		___________________________		________________
		      2		___________________________		________________
		      3		___________________________		________________
		      4		___________________________		________________
		      5		___________________________	 	________________
		      6		___________________________		________________
		      7		___________________________		________________
		      8		___________________________		________________
                                                           
_________Approved   			_______Disapproved


       ______________________________________________            ____________________________
      		Administrator’s Signature					Date
