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LEAVE OF ABSENCE REQUEST FORM
This form is to be completed and handed into the School Office for review by the Head Teacher, Mrs Aird, at least 2 weeks prior to the period of absence requested.

Name of child/ren: __________________________________________________________
Class: _____________________ Year Group: __________________
Name of parent/s or carer/s requesting absence: __________________________________
Start date of Absence: _____________________ Last date of Absence: _______________
Total Number of school days: ________________
Reason for absence – please tick the applicable box and give details: 
· Family Holiday: _________________________________________________________

· Wedding: ______________________________________________________________

· Funeral: _______________________________________________________________

· Educational Activity: ______________________________________________________

· Other reason: ___________________________________________________________

______________________________________________________________________

Please note: From August 2024, schools are no longer allowed to authorise any requests for children to be taken out of school for a holiday during term time. Requests for leave can only be granted in exceptional circumstances, and family holidays would not be considered exceptional. Penalty Notice fines may be issued for any term-time absences, of 5 school days or more, that are unauthorised whether these absences are taken consecutively or cumulatively over a rolling period of 10 school weeks. The first time a Penalty Notice is issued for a Term-Time Leave of Absence, the amount will be: £160 per parent, per child (if paid within 28 days). Reduced to £80 per parent, per child if paid within 21 days. The second time a Penalty Notice is issued for a Term-Time Leave of to the same parent for the same child the amount will be: £160 per parent, per child (if paid within 28 days). A third offence may result in prosecution.

I have read and understood the above. 
Signed: _____________________________	Signed: __________________________________
(Parent/Carer)					 (Parent/Carer)
Date: _______________________________


· Number of days Authorised by Head Teacher: _____________________________________

· Number of days Unauthorised by Head Teacher: ___________________________________

· Date letter sent to Parents/carers by Attendance Officer: _____________________________
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