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Pupil Absence Request Form

The Legal Regulations

The Governing Body have decided that no absences taken during term time will be authorised.  This means that all absences will be recorded as unauthorised in your child’s attendance record.

Please sign below to show you have read and understood that any request for absence during term time will potentially result in a penalty notice being issued to BOTH PARENTS.

No children will be granted leave of absence during Phonics or SATs testing.

This request must be completed prior to any term time absence.

	
	
	No of days requested


Name of child
_______________________________________________ Year __________________

Reason for absence
________________________________________________________________

Location of holiday (if applicable)
____________________________________________________          

Date absent from: ______________________ to: _______________________

I understand that if my child is absent for a minimum of 10 sessions (5 school days) for an absence relating to leave during term time and / or if my child has a minimum of 20 sessions (10 school days) lost to unauthorised absence then we are subject to a potential penalty notice being issued to BOTH PARENTS.

Signature of Parent/Guardian  ____________________________
Date  ______________ 

Office Use Only:

Request acknowledged as     Authorised _____   Unauthorised _____

No. of days already taken  _____________________  Current attendance  _______%

Date request received in school  _______________________________

Request checked by  ​​​​​ _______________________ (Headteacher)
Penalty Notice Needed Y/N? ________       Date Penalty Notice Issued? _________________  

[image: image4.png]THE CHURCH | CHURCH
OF ENGLAND DIFFERENT

Diocese of Manchester | WORLD




[image: image5.png]Pira/Nidd

Partners in Raising
Achievement in Middleton



[image: image6.jpg]






[image: image7.emf] 

              

