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Request for a Leave of Absence During Term Time

Parents should be aware that the law does not grant them an automatic right to take their child out of school during
term time. The Department for Education allows a Headteacher the discretion to consider authorising a leave of
absence in term time only in “exceptional circumstances”.

While you may feel that a day away from school provides worthwhile experiences, it remains the case that your child
will miss essential teaching and learning that their peers continue to receive in their absence. Pupils returning from
any period of absence are often unprepared for subsequent lessons that build on the teaching they have missed, and
additional arrangements may need to be made for them to catch up. Avoiding disruption to the continuity of teaching
and learning is a responsibility we all share.

If requesting a leave of absence, you will need to complete the form below, setting out the reasons. If the request is
not considered to be an exceptional circumstance, it will not be agreed. If you, nevertheless, take your child out of
school for the leave of absence, this will be recorded as unauthorised absence.

All leave of absence requests should be completed on the form below by the parents/carers with whom the child

ordinarily resides. This should be returned to the school at least seven days before the start of the absence. All
requests must be made prior to the leave being taken. Leave cannot be authorised retrospectively.

Request for a leave of absence during term time
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Student Name: ..o e Class/TUtor GroUP: ...cceecveeeieeeeireerre e

STUAENT'S AQUIESS: .ttt e e e e e bt b st et e et eae e eaeeseabe st saeses sbe seeseseenessansen e sensensensassessansantes
Date of first day of absence ........cccccveeeeiiiiiiieicennnnn. Last day of absence: ......ccccveeeiiiiiiiicciece,
Number of school days that your child will be absent from school ...............

If a student fails to return to school within ten school days following the anticipated date of return and no reason is
provided, there may be grounds (under some circumstances) to remove your child’s name from the Admissions
Register.

Please detail the exceptional circumstances for which you are requesting leave of absence — and also provide any
supporting documentation regarding the absence.

Name(s) of Parent(s)/Carer(s) making application:

Dr/Mr/Mrs/Miss/Ms/Other .......

FOrENAME ..ot SUMNAIME <.ttt ettt sttt ettt sbe et e e e nae s e
AQAIESS ..ttt et e s e e h e e e et e e eae s e R s e SR SEa e SRR e R SRR eRe SRRt SR et nhae e e R e e enbeneaeehe et enenen et ees
SIBNEA et D | <O UPPRRTP
Dr/Mr/Mrs/Miss/Ms/Other .......

FOrename .....ccccccecviiniiiiiiii SUMNAMIE ittt e
ADAIESS ..ttt bt et bt et e h sh e bt e b s R b SR SE R eE R SR sea e R s e e e e R b e e e as e e e ea b e st ebe s e n e s
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Please ensure you are giving at least seven days’ notice of the proposed absence; retrospective applications
cannot be authorised.



