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NAME OF PUPIL ………………………………………………………………  CLASS ……………….

   I have read the accompanying letter and understand the impact that this leave of absence request will make upon my child.

   I have enclosed all documentary evidence to support my application.  I.e. shift patterns and/or letter from my employer.

I would like to request a leave of absence for my child.

From ………………………..……………….…..  To ………………………………………
(First day of absence)			(Last day of absence)


Total number of days the pupil will be absent from the Academy   

PLEASE NOTE ALL LEAVE OF ABSENCE REQUESTS ARE AUTOMATICALLY UNAUTHORISED UNLESS EXCEPTIONAL CIRCUMSTANCES EXIST

Please specify below the exceptional reason for requesting a leave of absence or attach an accompanying letter.
	



















Name of parent/carer making the request ……………………………………………………………………………...

Signature ……………………………………………………  Contact tel no. …………………………………………….……





For admin use only

	
	DATE
	INITIALS

	Date application received and copied
	
	

	Entered on Scholarpack as unauthorised absence (O)
	
	

	Attach current registration sheet
	
	

	Attach previous year registration sheet
	
	

	Given to Headteacher
	
	

	Headteacher’s decision

   AUTHORISED                              UNAUTHORISED


Signed ………………………………………………………………  Date …………………………


	Application form returned from Headteacher
	
	

	Scholarpack amended to correct code
	
	

	Letter and text sent to parent
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