
 

Attendance Policy Guidelines for Students 

I. General Guidelines 

1. Please be thoughtful in how you schedule your absence days.  You have 3 days that can 
be requested in blocks 1-12 and 3 days in blocks 13-25.  You will have an additional day 
to take the NAVLE. Signups for NAVLE will be handled separately. Days to not rollover 
between the 2 block periods. 

2. Remember that if you go over your number of days, you may have to graduate late to 
schedule make-ups.  Depending on when you request your days off, you may or may not 
be able to take all allotted days depending on other student requests and rotation 
needs. 

3. Please be familiar with the VME IV Attendance Policy as well as rotation specific 
guidelines listed in one45 under Handouts and Links / Year 4 Vets / Program Objects and 
in individual rotation syllabi.   

4. Remember that each rotation operates differently.  For example, in some rotations 
requesting a weekend day off will require using one of your days while in others it will 
not. 

5. It is highly advised that you save your emails that show whether or not a requested 
absence has been approved / disapproved. 

6. Absences are entered separately even if they are for consecutive days.  For instance if 
you are sick and miss 2 days, you will need to enter 2 absence requests. 

7. Plan on allowing faculty a week to approve/disapprove planned absences.  If you 
haven’t heard after a week, feel free to email them directly or contact PPS. 

II. Planned Absences 

1. Absences should be requested at least 3 weeks prior to the date requested.  The link for 
requesting a date can be found on the student attendance web page under Current 
Students from the College web page: http://vet.osu.edu/education/student-attendance.  
It can also be found in one45 under Handouts and Links, Program Objects. 

2. When you request an absence, it is important to enter all fields. The reasons for planned 
absences include Job Interview, Medical Appointment or Other.  It is important for 
medical appointments to enter the number of hours requested to help know if a 
makeup is required.  An example for requesting a day for a job interview is: 

http://vet.osu.edu/education/student-attendance


 
3. An email will be routed to you and the rotation team leader for approval.  The email will 

appear as: 

 
4. Please allow up to a week for an absence to be processed.  An absence may be 1) 

approved without makeup; 2) approved with makeup or 3) disapproved.  If an absence 
is disapproved, reasons may be another student off, not enough students in rotation, 
blackout date or other. Here is an example of the email you will receive with an 
approval. 



 
 

III. Unplanned Absences 

1. If you are sick, have a family emergency and can’t make it to clinics IT IS YOUR 
RESPONSIBILITY to contact the appropriate person(s) in the section.  The information is 
posted in one45 (under Handouts and Links / Year 4 Vets / Program Objects).  Typically 
this will involve calling someone in the rotation and possibly emailing a separate contact 
person.  As soon as you are able but NO LATER than within 24 hours, you should also go 
to the student attendance web page and fill out the absence form for an unplanned 
absence.   Reasons are Illness, family emergency, death in the family and other. Please 
provide details to help the rotation leader plan accordingly and you should provide 
details for Other in particular. 

IV. Makeups 

1. For any absences you have taken that were approved with makeup or disapproved, you 
will be required to makeup the day in the rotation.  These should be scheduled with the 
team leader directly. 

2. Once you complete the makeup day, you will need to fill out the student absence form 
showing the date of makeup and the rotation.  Emails will be generated to you similar to 
planned absence requests.  This is the only way you get credit for making up the day. 

 
 
 
 



V. Using One45 to Track Your Absences 
 

1. Besides keeping your emails as documentation of your absences, you can view a report 
of your absences in the one45 system.   

2. In one45, select Vacation/Leave from the main tab on the left side of page.  You can see 
your vacation/leave history broken down by type.  Please note this is NOT your vacation 
block but rather your planned/unplanned absence days.  The choices used by one45 are 
Interview, Medical Appointment, Personal (for other planned), Sick, Emergency and 
Other (for unplanned).  An example report would appear as follows: 
 

 
 

3. Once a day has been made-up, a note will be entered indicating the date of the makeup 
and that it is complete. 

 
VI. Other Helpful Hints / Important Points 
 

1. For Medical Appointments, you should enter the time of the appointment in the 
comment box and anticipated length of the appointment where prompted. You DO 
NOT need to give the type of appointment or personal information. 

2. For Other for Planned Absences, you can provide detail on the reason if you think it 
may be helpful, but you do not have to provide a reason for the planned day. 

3. If you requested a Planned Absence and then decide to not take the day, please 
email cvmpps@osu.edu to have the request removed. 
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