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Description automatically generated]ABSENCE REPORTING FORM

	[bookmark: _GoBack]THIS FORM IS DESIGNED FOR ABSENCE REPORTING. ALL ABSENCE QUERIES SHALL BE AUTHORISED IN LINE WITH THE ATTENDANCE AND ABSENCE POLICY, AVAILABLE AT HTTPS://MRCOLLEGE.AC.UK/MRC-POLICY/
ABSENCE OVER 4 DAYS IN ANY SEMESTER MUST BE PRESENTED WITH SUPPORTING EVIDENCE. PLEASE NOTE MRC’S RESPONSE WILL BE WITHIN A REASONABLE TIMEFRAME BETWEEN 3-5 WORKING DAYS. PLEASE ENSURE YOU HAVE FILLED IN ALL THE DETAILS CORRECTLY. ONCE COMPLETED, PLEASE EMAIL THE FORM TO ATTENDANCE@MRCOLLEGE.AC.UK. STUDENTS EXPERIENCING PERSONAL CHALLENGES /SUFFERING FROM PHYSICAL IMPAIRMENTS AND NEEDING ASSISTANCE, PLEASE EMAIL OUR WELFARE OFFICER AT WELFAREOFFICER@MRCOLLEGE.AC.UK.

	
	
	
	

	SURNAME/FAMILY NAME:
	
	MRC ID NO.:
	

	FORENAME(S)/
FIRST NAMES:
	
	

	START DATE OF LEAVE:
	
	END DATE:
	

	ARE YOU REGISTERED WITH THE MRC WELFARE DEPARTMENT?
	YES
	
	NO
	

	[bookmark: _Hlk160193621]
	

	A -	FOR ABSENCE REPORTING
PLEASE TICK BOX
	FAMILY REASONS:
	X
	RELIGIOUS COMMITMENTS: 
	X
	EMERGENCY:
	X

	
	MEDICAL:
	X
	APPOINTMENT:
	X
	EXPERIENCING FINANCIAL ISSUES:
	X

	
	OTHER- PLEASE SPECIFY:
	X
	

	
	
	
	PLEASE STATE YOUR REASONS FOR ABSENCE IN DETAIL:
	

	
	
	


DECLARATION:	BY SUBMITTING THIS FORM, I CERTIFY THAT THE INFORMATION PROVIDED ABOVE IS ACCURATE AND COMPLETE TO THE BEST OF MY KNOWLEDGE. I UNDERSTAND IT IS MY RESPONSIBILITY TO UPDATE ANY CHANGES TO THIS INFORMATION IN THE FUTURE PROMPTLY.
	X
	I HAVE READ THE ATTENDANCE AND ABSENCE POLICY

	X
	I HAVE ATTACHED FORMAL SUPPORTING DOCUMENTARY EVIDENCE

	
	

	STUDENT SIGNATURE:
	
	DATE:
	

	
	

	STAFF SIGNATURE:
	
	DATE:
	

	
	

	FOR OFFICE USE ONLY

	DATE RECEIVED APPLICATION 
	
	MRC PANEL DECISION DATE:
	
	APPROVED
	
	REJECTED
	

	NOTES
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