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ABSENCE REQUEST

Dear Parent/Carer,

Please complete this form if you are planning to take your child out of school for any reason during term time. If your absence is due to a medical appointment or extended time away from school, you may be asked to supply a medical certificate or proof of appointment. 
The Department for Education have amended their ‘Term Time Holiday Regulations’ and Head Teachers are no longer able to authorise holidays during term time.  We therefore, kindly request that you book family holidays during our specified term time breaks. No holiday will be authorised. 
As part of our duty of care for each pupil we do need to know where they are every school day.  Therefore, should you feel there is no other alternative but to take them out during term time please could you complete and return the form below:
Name of Pupil: ______________________________________ Class: _______________________
Absence Start Date: ______________________ Return to School Date: ______________________
Reason for Absence: ________________________________________________________________________________
________________________________________________________________________________
Signature of Parent/Carer:  _____________________________Date:_________________________
School Signature: _______________________________Date: ______________________________
Delete: Authorised/Unauthorised 
-(Office use – to be replied to parent) -------------------------------------------------------------------------------------
Name of Pupil: ______________________________________ Class: _______________________
Absence Start Date: ______________________ Return to School Date: ______________________
Current Attendance: ______________________
Authorised/Unauthorised Reason ____________________________________________________
If your request for absence has been marked ‘unauthorised’ this will have an impact on your child’s overall attendance percentage. If your child’s attendance falls below 90%, you will be asked to engage in an attendance contract as a ‘persistent absentee.’ 
School Signature: _______________________________Date: ____________________________
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