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Leave of Absence during Term Time

Working Together to Improve Attendance (2024) explains clearly that schools may not grant any leave of absence during term time unless there are exceptional circumstances.
If you consider you require leave of absence for exceptional circumstances, you should request permission from the College at least two weeks in advance of any absence by completing the form below:
	Name of student:
	


	Tutor group: 
	




Details of request for absence for exceptional circumstances:
	First date of absence:
	


	Date of return to College:
	


	Total number of school days missed: 
	




Please fully explain below the exceptional circumstances relating to your request for leave of absence:









Declaration
I have read and understood the information regarding leave of absence during term time, unauthorised absence, academic catch up and penalty notices detailed in the Attendance Policy. I am aware that this absence may not be authorised and of the procedures outlined in the Attendance Policy regarding missed school time and measures to improve attendance.  
Parent Name: ………………………………………………….       Parent Signature:…………………………………………		
Date:………………………………………………………………..
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