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Request to Authorise Term Time Leave of Absence Due to
Exceptional Circumstances

                  

Government guidance states that under special or exceptional circumstances the Headteacher may consider giving permission for a child to be absent from school during term time.  In making a request for the authorised absence from school you will need to explain why the circumstances are exceptional.  The Headteacher will carefully consider your request and will take your child’s attendance record into account. If you take your child out of school without permission the absence will be unauthorised and the school has the right to seek legal action.

This form should be submitted to school at least 30 days (not less that one month) before the proposed period of absence.  You are advised not to make any arrangements until your request has been considered. 

	PUPIL DETAILS

Name: _________________________________________________       Class: ___________________




Section A – ABSENCE DETAILS

I request permission for my child/children to be absent from Butlers Court School

From: _____________________ To: ______________________ (inclusive dates) a total of ___________school days

If you child has siblings for whom you are also applying for leave of absence, please give their name(s) and school(s) below:

Child’s name (s) ____________________________________________________________


School (s) _________________________________________________________________



	Section B: Please explain why you are applying for the authorised absence and the circumstances which make your application exceptional and therefore why the leave cannot be taken within the normal 13 weeks holiday your child has from school.  If you are requesting authorisation to attend a specific event, please confirm the date of the event and explain your travel arrangement.



















Signature of Parent/Guardian _________________________________________     Date ____________________






This Page is For Office Use Only:


	Date Form Received
	


	30 days’ notice?

	Y/N




	
	1st child
	2nd child

	Academic Year %
	
	

	Total no of absences to date
	
	

	No. of authorised absences to date
	
	

	
Number of unauthorised sessions over a 10-week period

	
	



	Meeting to be requested
	Y/N

	Date of Meeting
	

	Letter Sent
	

	
	



	Other Comments:

















	Absence authorised
	


	 Absence unauthorised
	


	Penalty Notice to be Requested

	Y/N




Signed (Headteacher):	________________________________
Date;			_________________________________	
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