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Appendix A


Application for Leave of Absence, other than through illness
This form is to be completed by the Parent*/Person with legal responsibility for the child 
and ordinarily forwarded to the Headteacher at least 10 school days before the period of absence.

Parents no longer have the right to remove children from school for reasons other than illness. 
In accordance with legislation, absences can only be authorised in exceptional circumstances. 
Please refer to our Attendance and Punctuality Policy for further details.

	Name of Child/Children :
	Class/es :


	Dates (inclusive):


	Length of absence:

Collection time for an appointment during the school day: 

	Exceptional circumstances requiring absence during term time are:

	Parent / Guardian
Name:




Signed:

*Accompanying parental consent letter attached


Date:
	School
Child’s Current Attendance                    %
       
Authorised                           Unauthorised

Reason:


       
Signed:                                       Mr S Flowers, Headteacher

Date:

	Notes:    Please refer to the school’s Attendance and Punctuality Policy for further information.
* Where parents are separated: Leave of absence cannot be granted unless both parents with parental                           responsibility agree to the request being made. Leave of absence request forms signed by one parent must be accompanied by a signed letter/email of consent from the other parent. 

For medical/dental appointments that cannot be arranged outside of the school day, the appointment card/letter/text must be shown to the Headteacher in advance of the appointment.
Holidays in term time cannot be authorised.

	WARNING : Any leave of absence taken without the consent of the Headteacher may may lead to a penalty notice being issued by the Local Authority or prosecution if the fine is unpaid or the offence is repeated 
The Education (Pupil Registration) (England) (Amendment) Regulations 2013 explanatory note states:
Regulation 7 of the 2006 Regulations is amended to prohibit the proprietor of a maintained school granting leave of absence to a pupil; except where an application has been made in advance and the proprietor considers that there are exceptional circumstances relating to the application.

	PLEASE DO NOT WRITE IN THIS BOX – OFFICE USE ONLY
Received Date Stamp:
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