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APPLICATION FOR LEAVE OF ABSENCE

Child’s name: ...................................................................................                               Class: .........................
Reason for absence: ............................................................................................................................................
................................................................................................................................................................................

................................................................................................................................................................................

................................................................................................................................................................................
Single day absence:



    
 Date: .........................................................................
Time (if less than whole day):


    
 From: ...............................       to: ............................
Signed: ..................................................................           
 Date: .........................................................................
OR

More than one day:

From: ..................................................................   
To: .......................................................... (inclusive)

Signed: ............................................................... 
     
Date: .........................................................................
Please note that application for leave of absence must be made:

· in writing (on this form, with a covering letter if necessary)

· to the Headteacher (via the School Office or Class Teacher)

· with as much notice as possible

N.B.

· If leave of absence is not correctly sought and subsequently granted by the Headteacher, the period of absence will be recorded as unauthorised
· By law, all pupil absences have to be recorded and submitted to the DfES
· The School discourages the taking of extra holiday leave during term time, because of the inevitable disruption caused to a child’s education and the possible adverse affect on their academic progress and attainment
Total of authorised absences so far since September 2011:
                                   .............../..............
Absence is hereby authorised.
Signed: ....................................................................(Headteacher)         Date: ...............................................

