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Leave of Absence Request Form


	In accordance with new government regulations from September 2013, schools can no longer authorise any holidays during term time. Holidays therefore, should be taken during school holiday time.  Leave of absence may only be granted in “exceptional circumstances”. 
This form must be completed and signed by the Headteacher BEFORE the leave of absence; otherwise an ‘unauthorised absence’ will be recorded.  Please note permission will NOT be granted during exam periods.   A request for absence should be made in advance at of the date of the proposed leave of absence.


	I wish to apply for a leave of absence for the following pupil/s:


	Name/s
	Class

	1. 
	

	2. 
	

	3. 
	

	4. 
	


	Leave of absence dates:


	From
	To
	Total Days

	
	
	


	Reason for absence:


	


	I understand that keeping my child off school if my request is not granted, will result in the absence being recorded as Unauthorised.  This may result in a Penalty Notice being issued to me by the Local Authority for the non attendance of my child at school.


	Parent/Guardian Signature: ………………………..…………………...……....      Date: ……………………


	TO BE COMPLETED BY SCHOOL 


	Application for leave of absence during term time has been considered and the outcome is:


	        LEAVE OF ABSENCE AUTHORISED                         
	        LEAVE OF ABSENCE NOT AUTHORISED     


	Headteacher Signature: ……………….……..…………………...……......        Date: ………………..……..


	Leave of absence dates already authorised and taken during current academic year:


	From
	To
	Total Days

	
	
	


	Leave of absence dates already authorised and taken during previous academic year:


	From
	To
	Total Days
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