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Request for Leave of Absence in School Time

As a parent/carer you should complete this form if you want to take your child out of school during term time.

Please return the completed form to the Head teacher no less than three weeks before the date when you want the period of absence to start, stating your reasons for needing to take your child out of school during term time.

Name:

___________________________________________________

Year: 
________
Name:

___________________________________________________

Year: 
________

Name:

___________________________________________________

Year: 
________

	MEDICAL
	VACATION
	EDUCATIONAL
	PERFORMANCE
	OTHER

	(
	(
	(
	(
	(


	Dates requested
	No of Days
	Reason for Absence

	______________ to ______________
	
	

	
	
	

	
	
	

	
	
	


Signed: __________________________________
Parent/Carer: ________________________________
	Parents/carer should not expect leave of absence to be granted as of right.  Leave would not normally be granted if holiday coincides with SATS tests.  In limited exceptional circumstances, a written request for special leave of absence may be considered by the Head during term time, where the circumstances warrant it, namely:

1. For service personnel and other employees who are prevented from taking holidays outside term-time if the holiday will have minimal disruption to the pupil’s education; and

2. When a family needs to spend time together to support each other during a crisis.

The conditions under which leave of Absence during term time may be granted are contained in The Education (Pupil Registration) Regulations 2006.Any absence not authorised by this letter or a sickness letter has to be classified as unauthorised and has to appear on a child’s report and in annual returns to the DfES.

Thank you for your co-operation.


(------------------------------------------------------------------------------------------------------------------------------------------------------------

To be completed by the school:

Permission for:

Name:

___________________________________________________

Year: 
________

Name:

___________________________________________________

Year: 
________

Name:

___________________________________________________

Year: 
________

· To be absent on ____________________________________________ date(s) is granted for ____________________
_________________________________________________________________________________________________________

_________________________________________________________________________________________________________
· To be absent on ____________________________________________ date(s) is not granted (see above)
You should be aware that your child will be expected to return on _______________________.  Failure to do so will result in any extra time being classified as unauthorised absence.  It is also possible in certain circumstances that your child could be removed from the school roll and you would need to reapply on your return.

Signed:
 ___________________________________________________________
