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St Mary’s Church of England (Aided) Primary School

Request for Leave of Absence
The School’s policy is not to authorise absences during term time unless there are exceptional circumstances.  For the Headteacher to consider the authorisation/non authorisation of an absence during term time we require you to complete the form and questions below.  The Headteacher will consider authorising requests for leave of absence in exceptional circumstances as outlined in the School Attendance Policy (available from the school office on request).  

	Name of Pupil:


	Class

	Dates of absence requested :



	Reason for absence:



	Why is it necessary for your child to be absent during this time?



	What actions have you taken to avoid your child being absent at this time?



	How will you support your child and the school in catching up with the school work missed?



	Name of Parent/Carer:
	Signature:




For Headteacher use only
	This absence is authorised/unauthorised


	Date of Meeting with parent/carer:

Signed: 


PAGE  

