Chan Sui Ki (La Salle) College

Letter of excuse for being absent from school

A student who has been absent from school should submit a letter of excuse signed by the parent or

guardian to the form teacher immediately when he returns to school.

(1) On the front of envelop, the following items must be clearly stated.

a. the class FTANG 13

b. the class number XXX

c¢. the name of the student To F.1A Form-teacher
Fig. 1 shows an example. Fig.1

(2) In the letter, the following information must be clearly stated.
a. the class
b. the name of the student
c. the reason of absence (a detailed reason must be given, do not just put down “family / personal
affair” or “sick™)
e.g. to visit grandmother in China
to apply for an identity card
to see the doctor because of having a fever (if possible, attach the certificate from the doctor)
d. the date / dates of absence
signature of parent or guardian
the date of submitting the letter

The following is an example of the letter.

2" Sept., 2009
Dear Form-teacher,
p My son X X X of F.1A had been absent from school for two days
(1* and 2" Sept., 2009). It is because his grandmother was very sick in China and
he went to visit her with his mother.

Thank you for your kind attention.

Yours sincerely,

XXX (Mr)

(3) A student who will be absent from school may submit the letter of excuse in advance to the

At

Mr. Sze Kin Kwan
Principal

form-teacher.
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