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  Dream, Believe, Achieve.		
Term-Time Absence Request Form
TO BE COMPLETED BY PARENTS/CARERS
To the Headteacher of St Benedict’s C of E VA Junior School
I wish to apply for term time leave for my child/ren.  I have read the policy overleaf. 
	[bookmark: _Hlk49948961] Child’s Full name:
	Class

	111.lass or teacher:
	

	D2.ate of birth: 
	

	Gen3.der:
	

	
	




From       to  							inclusive


Number of Days my child/ren will be absent from school: ______________________________________
	The special/exceptional reasons for this request are (please supply details):  
	







Please make your request at least 4 weeks before the anticipated leave of absence date.  The school will notify you in writing as to whether your request has been authorised or unauthorised. 

NB.  If the school refuses your request and the child/ren are still taken out of school, this will be recorded as an unauthorised absence.  This may result in a penalty notice being issued or legal action taken for poor attendance. 
No leave of absence will be authorised unless there are exceptional circumstances. 

These will be considered on a case by case basis according to the guidelines set out in our attendance policy. Please refer to our attendance policy on our website for further details.

Requests for leave of absence

· The decision to authorise absence is at the Headteacher’s discretion based on their assessment of the situation, so there can be no absolute rules on this subject.
· The Government has issued legislation which will only allow Headteachers to grant leave of absence in exceptional circumstances.

We believe that children need to be in school for all sessions, so that they can make the most progress possible.  If parents/carers make a request for holiday in term time it will only be authorised if the school deems that there are exceptional circumstances and reasons.  Absence during term time for holidays is therefore not considered an exceptional circumstance.  Absences to visit family members are also not normally granted during term time if they could be scheduled for holiday periods or outside school hours.  Children may however need time to visit seriously ill relatives.  The Headteacher will take a pupil’s previous record of attendance into account when making decisions.  It is important to note that Headteachers can determine the length of the authorised absence as well as whether absence is authorised at all.

 Exceptional circumstances may be:
· Forces staff returning from lengthy active service abroad
· Police, Fire Service staff being told when they can or cannot take leave
· Parents having to work abroad for a fixed, minimum term period. 
· Absence for a bereavement of a close family member is usually considered an exceptional circumstance, but for the funeral service only, not extended leave.
· Absences for important religious observances are often taken into account but only for the ceremony and travelling time, not extended leave. This is intended for one-off situations rather than regular or recurring events.
·  Schools have a duty to make reasonable adjustments for pupils with special educational needs or disabilities.
· Families may need time together to recover from trauma or illness.

	Signature of parent or carer requesting leave:
	

	Name of parent or carer requesting leave:
	

	Date:
	



……………………………………………………………………………………………………………………
	FOR HEADTEACHER AND OFFICE USE ONLY

	
	Date
	Initial
	SIMS
	Letter

	Authorised
	
	
	
	

	Unauthorised
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