MAB’S CROSS COMMUNITY PRIMARY SCHOOL

LEAVE OF ABSENCE REQUEST FORM.

	
Pupil Name:

Class Teacher:


	Dates of Requested Absence  

First Day of Absence:                  

Last Day of Absence (if more than one day):

Reason for Absence (please give as much detail as possible):






	I understand that keeping my child off school for any longer than agreed or if my request is not granted, will result in the absence being recorded as unauthorised. I understand that the school reserves the  right to issue a penalty notice or remove my child from the school register for unauthorised leave. 

Parent / Guardian Name: ……………………………………………………………………………………………….

Signature ……………………………………………………… Date of Request …………………………………….

	The Education (Pupil Registration) Regulations 2013 states that headteachers may not grant any leave of absence during term time unless there are exceptional circumstances (see below).
In considering whether any ‘exceptional circumstances’ apply, the  Head Teacher will consider if the reasons are rare, significant, unavoidable, and short. The Head Teacher will also take into consideration the factors listed below:
· nature / reasons for absence
· levels of attendance and unauthorised absence over the last 12 months
· any leave of absence taken previously
· whether the leave is during assessment weeks
· age and year group of the pupil


	Head Teacher to complete:

Agreed …………..    Not Agreed ……………

Signed ……………………………………………….. (Head Teacher)     Date …………………………………………

Reason for Non-Agreement:








