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APPLICATION FOR LEAVE OF ABSENCE DURING TERM TIME
[bookmark: _GoBack]Please ensure you have read the information on our website about time off, expectations and fines. Please complete this form in full, providing as much detail as possible. Failure to provide sufficient detail may result in a valid exceptional circumstance being unauthorised, which the school take no responsibility for. If the absence is for religious observance, please include the name and contact of your place of worship.

	Name of pupil/s
	

	Year group/s
	

	First date of absence 
	

	Date of return to school
	

	Total number of sessions absent (where one half day = one session)
	



	Name of parent (with whom the child resides)
	

	Signature of parent
	
	Date of application
	



	Exceptional reason for absence
(please provide as much detail as possible below, or include additional evidence when submitting this form)

	

	Exceptional reason for absence (continued)

	




For school office to complete

	Date received
	
	Date decision letter sent
	

	Previous academic year’s attendance %
	

	Current overall attendance %
	

	Authorised absence %
	
	Unauthorised absence %
	

	Has unauthorised absence already been taken this academic year?
	YES / NO



For designated official to complete

	Date assessed
	
	Exceptional reason accepted?
	 YES / NO

	Signature
	

	Reason for decision

	





Building strong foundations for the years ahead (Matthew 7:24-25)
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