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REQUEST FOR LEAVE OF ABSENCE FROM SCHOOL DURING TERM TIME DUE TO EXCEPTIONAL CRICUMSTANCES 
PLEASE READ NOTES BELOW AND COMPLETE ALL SECTIONS ON 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 have regular attendance at school. The head teacher may authorise leave of absence in exceptional circumstances but will consider the reasons for the request carefully, considering the effect on the continuity of the child/ren’s learning and their overall attendance.

Please be aware that if you take your child out of school for an unauthorised holiday during term time, you may be issued with a Fixed Penalty Notice.
A Fixed Penalty Notice Is Issued Per Parent Per Child.
I request that leave of absence due to exceptional circumstances is given to: -

Name________________________ Teacher’s Name_________________________________

From (first day of absence) _________________To (last day of absence) ________________

Date ________________ Signature of Parent /Guardian_____________________________

Have you already requested a leave of absence due to exceptional circumstances in this   
school year?               Yes/No     (please circle)

Do you consider our child’s punctuality and attendance to be good?      Yes/ No                                                     						 
Please give the reason for requesting a leave of absence for your child on this occasion so the Head Teacher can carefully consider your request. ______________________________ 
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
Decision:  Authorised / Unauthorised Absence 

Signed______________________________________________________________________

Reason:____________________________________________________
PLEASE NOTE: You will only be contacted by the school if your request has been unauthorised. 
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