[image: ]                              APPLICATION FOR LEAVE OF ABSENCE FOR YOUR CHILD DURING TERM TIME
Time off school can only be granted in exceptional circumstances.  You can be fined for taking your child on holiday during term time without the school’s permission. If absence during term time is unavoidable, you should complete this form and return it to school AT LEAST THREE (3) WEEKS before the date when you want the period of absence to start. You may be required to attend an interview to discuss this request with the Head Teacher or other senior member of staff and/or produce supporting evidence for your request. 
NB: a separate application must be completed for each child. 

Child’s Name: ………………......................……................................................................... Class: ……………………………………………………..
Period of absence:    Start date: ……………………………………….……..…...……. End date: ….…………………………..…….………….
Reason requesting absence (if request is for a family holiday, please give exceptional circumstances on why it must be in term time and continue on separate sheet if necessary)
…………………………………………………………………………………..………………......................…….........................................................…………………………………………………………………………………………………………………………………………………………………………...................................................
………………......................…….........................................................……………………………….........................................................................
Please note: Holiday absences which have not been agreed will be marked as unauthorised absences and may be referred to the Local Authority for consideration of a Penalty Notice or other action.
Have all parties with parental responsibility (mother/father) been made aware of this request, prior to application? YES/NO*
Parent Name: …………………………………………………………………….................... Relationship to child: ………………………………….………………
Signed: …………………………………………………….……………………………………..…... Date: …………………………………………….................................
	If you have other children in the family of school age please give details (Use additional sheet if necessary)

	
Name: ………………….………………….………

Name: ………………….………………….………

Name: ………………….………………….………
	
D.O.B.: ………..……...… School Attended: ……………………………………….…….…….………………

D.O.B.: ……..……..….… School Attended: ……………………………………….…….…….………………

D.O.B.: ………..………… School Attended: ……………………………………….…….…….………………


-----------------------------------------------------------------------------------------------------------------------------------------------------------
Office use only
This application for a leave of absence has been processed as below: 
	
	
	
	Please tick

	Authorised
	Special circumstances
	Code C
	

	
	
	
	

	Authorised
	Religious observance
	Code R
	

	
	
	
	

	Unauthorised
	Off-site educational activity
	Code B
	

	Unauthorised
	Holiday (not approved)
	Code G
	

	
	
	
	

	Other reason (please give details below)

	
	
	
	



Reasons given (if appropriate) ………………………………………………………...............…………………..................................................................
	
	YES/NO
	Method (email/phone/etc)
	Name

	Parent informed of decision by Head Teacher
	
	
	n/a

	Parent informed of decision by other staff member
	
	
	



Signed: ......................................................................................... Date: ………......................……
Head Teacher
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