
Student Guidance:  How to complete an online absence 
request form. 
1. Log into Student Contract as normal and on your student page click on Your 

Authorised Absence Requests in the Attendance and Meetings box (see below) 
 

 
 

2. Click on Add a Request for Permitted Absence (this will display the form) 

  

 
3. Complete the Absence Request form (below). ALL FIELDS ARE MANDATORY. 

 
4. Once complete, check over your form and ensure that all details are correct then 

click the submit option at the bottom of the form to send. 
 

 



 

 

What happens next? 

 

• An email notification will be sent to the individual/s who need to authorise your 
request.   
 

• When a decision has been made, you will receive an automated email to your 
RCS email account advising you of the outcome of your request. 
 

• The Administration office will also receive notification of the decision and will 
ensure that your timetabled classes are updated with any approved absences. 
 

• Please Note:  You can log in to Student Records at any time to see the status of 
your requests. 

 


