Leave of Absence Request Form                                         [image: Logo jpg]Our policy on leave during term time
Every school day matters. Leave during term time is only granted by the Director in exceptional circumstances.
	
	

	Holidays in term time
	Family holidays taken during term time will not be authorised. Please book holidays during the school holidays shown on the school calendar.

	Exceptional circumstances
	For example: the funeral of a close family member, a serious family emergency, a religious observance, or an important event that cannot be held at another time.

	Notice
	Please hand in this form at least 10 school days before the first day of absence.

	Who can apply
	The parent or legal guardian the student normally lives with.

	Medical appointments
	Do not use this form. Inform the school office and show the appointment card or letter.

	If the request is refused
	If the student is absent anyway, the absence will be recorded as unauthorised on the student's attendance record.


Request details (to be completed by the parent / guardian)
	
	

	Student name
	

	Class / Year
	

	Brothers or sisters at the school (name and class)
	

	First day of absence
	

	Last day of absence
	

	Total school days missed
	

	Reason for the request
	

	Why can this not take place outside term time?
	

	Supporting evidence attached? (e.g. letter, invitation)
	☐ Yes    ☐ No


Declaration
	
	

	I confirm that
	I have read the school's policy above. I understand that family holidays in term time will not be authorised, and that any absence taken without authorisation will be recorded as unauthorised.

	Parent / guardian name
	

	Signature
	

	Date
	

	Contact telephone
	


For school use only
	
	

	Date received
	

	Decision
	☐ Authorised (exceptional circumstances)  
☐ Not authorised

	Authorised dates
	From ___/___/____                to ___/___/____

	Reason / comments
	

	Director's signature
	

	Date
	

	Parents informed on
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