BASLOW ST ANNE’S PRIMARY SCHOOL
ABSENCE REQUEST FORM
APPLICATION BY PARENT/S FOR A CHILD’S LEAVE OF ABSENCE FROM SCHOOL
 FOR EXCEPTIONAL CIRCUMSTANCES
To the Headteacher

Name of the Child ……………………………………………………………………..		 Year Group ……………………….
Name of both parents	Mr …………………………………………………………………………………………………………………
			Mrs/Ms/Miss ………………………………………………………………………………………………..
Address ……………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………………….

I / We wish to apply for our child to be absent from school for EXCEPTIONAL CIRCUMSTANCES.
Dates:
From …………………………………………………….   To …………………………………........................
Total number of days requested ……………..[bookmark: _GoBack]Please supply in as much detail as possible the reason for your request and why you feel it is exceptional circumstances:


Signed (both parents if applicable)		         Date ………………………………………………………………..

……………………………………………………………………..	         …………………………………………………………………………
THIS FORM SHOULD BE SUBMITTED TO THE HEADTEACHER AT LEAST 2 WEEKS BEFORE THE DATE OF REQUESTED LEAVE.

Notice to Parents regarding School Attendance

In September 2013 the government introduced new regulations making it clear that Headteachers must not give approval for any leave of absence during term time, including holidays, unless there are exceptional circumstances.
Any requests for term time absence should be made on an Absence Request Form, available from the school office or the website, and handed in to the school office at least two school weeks before the first date of the requested absence, whenever possible. You will receive a letter from the Headteacher in response, informing you whether your request for absence can be authorised, due to the exceptional circumstances, or is deemed unauthorised. You must have received written authorisation before your child can be absent from school.
Absence deemed unauthorised leave in term time will be marked in the register with the Attendance code G.  
Parents/carers may be issued with a Penalty Notice should leave be taken which is not authorised. If unpaid this could lead to prosecution under section 444(1) of The Education Act 1996.

Baslow St. Anne’s Absence Request Form 

