
REMINDER:

WHAT TO DO WHEN YOU'RE SICK?

1. Reporting Absence via the Absence Module

Immediate Notification
by 7:30 a.m.

via the absence module in IServ
ONLY adult students report their own absence.

Minors are reported absent via the parent account 
in IServ.

For Extended Illness
report again via the absence module by the 3rd 
day of absence at the latest

state the expected duration

⚠ Reporting absence via the IServ absence module does not replace the written excuse!

2. Written Excuse Note

1 – 3 Days of Absence
Deadline: By the 3rd school day after the first missed 
school day at the latest

Submission: In person to the class teacher / tutor, or 
with an entry stamp from the secretary's office into 
the mailbox

Content: Duration (start–end), reason (e.g. "illness"), 
signature (parent/guardian or adult student)

💡 Note: School days = Mon – Fri, excluding holidays 
and public holidays

More Than 3 Days of Absence
Adult students:

…need a medical certificate from the 4th missed 
school day onwards.

The medical certificate must be at school by the 
4th missed school day (in person, by post, or by 
email).

If sent by email, the original must be submitted 
upon return to school, no later than the 3rd school 
day after the absence ends.

Minors:

written statement from parents/guardians upon 
return to school, no later than the 3rd school day 
after the absence ends

state the reason and duration of the absence

Announced Assessment (e.g. test, exam, presentation…)
Adult students:

medical certificate by the 3rd school day after the assessment

Minors:

written statement from parents/guardians by the 3rd school day after the assessment

Medical certificates for minors are only valid with an additional signature from a parent/guardian.

⚠ Without a timely excuse = 0 points or grade 6

For detailed explanations, please refer to the current school regulations.


