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LEARN TO LIVE

Request for Exceptional Leave of Absence

Please read the following guidance carefully and do ask if you need further advice:

Parents have a legal responsibility to ensure their child’s attendance at school — we consider that
every day at school is an important opportunity for learning. Please be aware that The Education
(Pupil Registration, England, Amendment) Regulations 2013, which became law on 1t September
2013, state that head teachers may not grant any leave of absence during term time unless there are
exceptional circumstances. The head teacher is also required to determine the number of school
days a child can be away from school if leave is granted.

Please complete and submit this form to the School Office if you would like your request for your
child’s leave of absence due to exceptional circumstances to be considered.
We may ask to meet with you to discuss your request.

To be completed by the parent/guardian

Name of child:

Class:

Dates of absence:

Total number of school days missed
(not including weekends or school
holidays):

Has absence been granted already this | Yes/ No
academic year:

If yes, how many days?*
*If this absence request is for 5 days or more or will take the authorised
absence to more than 5 days during the school year then you will be
required to attend a 1-1 meeting with the Head Teacher. Please contact
the school office on 01483 570038 to arrange this appointment.
Reason for absence (special circumstances/ exceptional reasons):

Parent’s signature: Date:

Please note: Surrey County Council is tightening their attendance procedures on casual
absenteeism. Whilst the school may be aware of your child’s absence, absences may still be
investigated by the Educational Welfare Officer.



To be completed by the head teacher:

Your child’s absence on the above date/s has
been authorised.

Absence information will be recorded on your
child’s school record.

Your child’s current attendance record is:

%

Signed:

Dr Clare Brunet
Head teacher

Date:

Record of 1:1 meeting

Date:

Notes/ Actions:




