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Special Absence Request Form
A request must be received by the school at least 2 weeks in advance of the first day of absence and/or PRIOR to making any arrangements ie. booking flights
Please note that it is only the school, within the context of the law, which can approve absences in terms whether in “special” or “exceptional” circumstances, NOT the parents/carers. (Please see the Attendance & Absence in Term-time policy for more information – a copy is on the school website and available in the school office)
	Name of pupil


	
	Date of birth
	


	
	
	Class
	

	Address

	SPECIAL ABSENCE REQUESTED

	Start date of absence
	
	Return date to school
	      

	Reason for special absence request:

	I understand that keeping my child off school if my request is not granted, will result in the absence being recorded as Unauthorised and may incur a penalty notice charge.

	Name of Parent/Carer
	


	Signature
	
	Date
	



For School Use:

Class Teacher – would leave be detrimental to the education of this pupil Yes / No

Signed by the Class Teacher: …………………………………… Date: …………………........

Headteacher – reason for request being authorised:

Headteacher – reason for request being unauthorised:

Signed by Headteacher: …………………………………………  Date: ……………………...
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