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Application form to request Leave of Absence for Pupils 

	NAME OF CHILD(REN) :
	

	Class(es) :
	



I wish to apply for leave of absence for the following reason: (Do not leave this section blank)

……………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………….

…………………………………………………………………………………………………………….
Changes to legislation, which came into force in September 2013, made clear that Headteachers may not grant any leave of absence during term time unless there are exceptional circumstances, this includes family holidays.  
	
Part Day Absence Only :

	Date of part absence 
	Time to leave school
	Time to arrive back
	Lunch Choice
(if not here for morning registration)

	
	

	
	Red
	Green
	Yellow
	Jacket Potato: Cheese/Beans/Tuna
	Home Packed Lunch



	
Full Day Absences :

	Date of first full day
 of absence
	Date of last day 
of absence
	Total number of days absent
	Date to return to school

	

	
	
	




Parent/Carer Signature …………………………………  Date of request …………………….…
	
The application for leave of absence has been:                AUTHORISED                       UNAUTHORISED

If your child’s absence is unauthorised, it will be passed on to the Attendance Team and may result in a Fixed Penalty Notice.


	
Signed :………………………………………………………………………..Mrs L Hale, Head Teacher
Date …………………………………………………….
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