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Leave of Absence Request Form
At Broad Town CE Primary School, we believe that every lesson is important and maximum attendance and punctuality are valuable life skills. Taking your child out of school during term time may harm your child’s progress both academically, emotionally and socially. 
The Department for Education does not consider a need or desire for a holiday or other absence for the purpose of leisure and recreation to be an exceptional circumstance. If you wish to take your child on a holiday during school time this will normally be an unauthorised absence and may incur a fine. 
A leave of absence must be requested in advance and leaving sufficient time for the school to process the application. Absences may only be authorised at the discretion of the Headteacher. 
	Name of Child(ren)
	

	Class
	

	Date of First Day of Absence:

		Date of Return:

	Number of Days requested
	

	Known siblings and school(s) attending
	



Please indicate below, the exceptional circumstances for your leave of absence request
 
Details: …………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………..


……………………………………………………………………………………………………………………….
Each request will be individually considered, taking into account the following :
· The nature of the event for which leave is sought
· Its frequency (is it a one-off or likely to become a regular occurrence)
· Whether the parent has given advance notice
· The pupil’s overall attendance
· Whether parents have made an application for leave of absence for a similar event before.
Signed: __________________________                                     Date: ____________

Parent/Carer: ___________________________


________________________________________________________________________________________

For school use:
Attendance%:  ……………..
Total sessions pupil absent this academic year:    ……………….
Total unauthorised absence this year:    ……………….
Request authorised:   Yes/No

Signed: ____________________________    			Date:______________

Please read the attached Local Authority leaflet which explains Penalty Notices issued for unauthorised holidays during term time.

B.Long 

Miss B Long
Headteacher
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