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REQUEST FOR ABSENCE FROM SCHOOL
 
Why do you need to complete this form?
You need to complete this form because you are intending to take your child out of school during the school year.  The law states that only in exceptional circumstances can schools authorise such absences.  Unauthorised holiday absences are likely to incur a Penalty Notice of £60.00 in line with Leicestershire County Council’s policy. 
 
Can the school refuse to authorise your request? 
Yes. Government guidelines which came into effect on 1st September 2013, state that Headteachers are not entitled to grant any leave of absence during term time unless there are ‘exceptional circumstances’.  A family holiday during term time does not fall under the category of ‘exceptional circumstances’.  
 
What happens if a request is not  authorised? 
Your child’s absence will be recorded as unauthorised in the school register and Leicestershire County Council will be informed. 
 
NAME OF CHILD/CHILDREN…………………………………………………….. 
 
CLASS/CLASSES ……………………………………………………………………. 
 
	PLEASE GIVE REASON FOR ABSENCE
 

 
 
 



 
	ABSENCE DATES:  FROM: …………….………. 	TO: …………………… 
 
NUMBER OF SCHOOL DAYS: …………………….. 
 
	Signed: …………………………………. 	Date: …………………………….. 
 
Full Name………………………………………………………………..(Printed) 

 
	OFFICE USE 	 	 	 	Request Authorised/Unauthorised 
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