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REQUEST FOR LEAVE OF ABSENCE FROM SCHOOL DURING TERM TIME
This application must be approved by the Head Teacher before the period of absence

We bring the following conditions to your notice.
· It is the duty of all parent/carers to ensure their children are at school on time and for the maximum

      number of days.

· There are 190 school days and it is a national expectation that children will be in school for at least

      95% of those days.

· This means only 5% absence is acceptable which equals approximately 10 days of absence over

      the whole year, including illness. 

· Holidays during school term time can only be authorised if the child’s attendance is above 95% and

      a parent/carer’s employer sends a letter saying they insist that annual leave has to be taken on a  

      certain date.  Both conditions are essential for the Head Teacher to authorise absence.

· The only occasional days that will be authorised will be for bereavement of close family members

      and the marriage of parents.  No other days out will be authorised.  Please contact the Head

      Teacher if you feel there are exceptional circumstances.

· School holiday dates for the academic year are available from School Reception.

The new measures are designed to ensure children miss as little school as possible.  Please note that no-one has a right to any days out of school.  There is no 10-day holiday allocation.  All absences have to be authorised by the Head Teacher.

TO:  MR HARRIS - I hereby request that leave of absence be granted to:

Name of pupil………………………………………………...…….Class:………………………..
From (First Day Of Absence) :………………………..… To  (Last Day Of Absence): …………..….………….……
Reason for absence…………………………………………………………………………(please specify)
Date:  …………………… Signature of parent / guardian:…….……………….…………………………

FOR OFFICE USE ONLY

No. previously authorised:                          No. of days applied for this application









No. previously unauthorised:                       of which:             authorised               unauthorised


 OFFICE:                                                     HEAD TEACHER:                                   % ATT
(----------------------------------------------------------(------------------------------------------------------------REGISTER COPY:
CHILD’S NAME:_________________________​​​​​________  CLASS____________
PERIOD OF ABSENCE ________________________________________ TO ____________________

Unauthorised absence is monitored by the EWO and should they be concerned by the level of attendance they will contact you and outline the action which may be taken.



















































