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ABSENCE REQUEST FORM 
ABSENCE FROM SCHOOL DURING TERM TIME - Please read notes below and complete all sections of the form

This form is to be completed and forwarded to the Head Teacher of the school.  Parents have a legal duty to ensure their child/ren’s regular attendance at school.  The Head Teacher may authorise leave of absence under exceptional circumstances- please see the Attendance Policy for details.
Please be aware that if you take your child out of school for unauthorised Leave of Absence during term time, you may be issued with a Fixed Penalty Notice.
Name(s) of Child(ren)
_______________________________________________   Class_________________       DOB ________________
_______________________________________________   Class _________________       DOB________________
_______________________________________________   Class_________________        DOB________________
From (first day of absence) _______________________ to (last day of absence) _____________________
[bookmark: _GoBack]Total days absent from school________________                   If half day absence:     morning     /     afternoon 
Full Name(s) of Parent(s) _________________________________________/____________________________________________
Signature(s) ________________________________________/_____________________________________________
Address _______________________________________________________________________________
Telephone Number  ______________________________/______________________________________
Date Form Completed by Parent(s) ___________________________________
Reasons why this cannot be taken in school holiday period – please complete this section 
……………………………………………………………….……………………………………………………………………………...…………………………
……………………………………………………………….………………………………………………………………………….………………..……………
……………………………………………………………….………………………………………………………………………….…………..…………………

For Office Use Only
Decision: Authorised/ Authorised in Part/ Unauthorised Absence– return copy to parent(s) and Attendance Support Team (AST)
· We do not authorise leave in term time
· Other
· Religious Observance

Reason/ or see above: ____________________________________________________________________
Headteacher’s signature: ___________________________________________________
Date: ____________________
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