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	Request for leave during term time
	

	
	For the attention of the Headteacher
	



In line with national and local guidance, our attendance policy states that requests for absences will not be granted during term time and will only be authorised in exceptional circumstances.  If an event can reasonably be scheduled outside of term time then it would not be normal to authorise absence. Absence during term time for holidays is therefore not considered an exceptional circumstance. The fundamental principles for defining ‘exceptional’ are rare, significant, unavoidable and short. 

Name of child/ren …………………..……………………………….	……………..	Year/s …………......

Date/s of leave commencing …………….…………. Returning to school …………………………

Total number of days absent from school …….
__________________________________________________________________________________

Please give reason/s for request for leave during term time

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………


Signed by parent/carer ………………………………………………………. 	Date …………………

__________________________________________________________________________________

For School Use


Number of days leave approved 					
		

Number of days leave NOT approved			Child’s Current Attendance               %


Comment ……………………………………………………………………………………………………….

………………………………………………………………………………………………………………………

Signed ………………………………………  	Position ……………….	  Date …………………
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