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	Reason for absence:
Please include an explanation as to why this absence has to be taken in term time
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Herschel Grammar School


Responsibility          •          Success          •          Care





Headteacher: Ms Joanne Rockall BA (Hons) PGCE








REQUEST FOR LEAVE OF ABSENCE FROM SCHOOL DURING TERM TIME





Under education law, parents do not have an automatic right to take their children out of school during term time. Parent/Carers who wish to request leave during term time for their child must do so in advance by completing this Leave of Absence Request form. Leave of absence should normally be requested at least two weeks in advance. 





The school holiday dates are published a year in advance and we strongly advise parent/carers to book their family holidays during those times. Requests for leave of absence for family holidays, in line with government guidelines, will normally not be authorised.





Any short notice request for Leave of Absence must be accompanied by proof of the purchase date of travel documents before an appropriate decision can be made. 





The parent/carer will be advised of the decision in writing. The Headteacher’s decision is final. If the Leave of Absence Request is denied, and the student is absent during the requested period, the parent/carer may be liable to receive a fixed penalty notice from the Local Authority.





In exceptional circumstances, the school may grant a single leave of absence.


Such leave of absence is discretionary and is not a right, and permission for leave of absence during term time will only be granted under exceptional circumstances.





Permission will not usually be given if attendance is already below 95%. 





This form must be returned to the pupil’s Head of Year as soon as possible, with as much notice as the exceptional circumstance allows. 








Name of Pupil:


�
�



Tutor Group:�
�
�



Absence from:


�
�



To:�
�
�
Date of student’s return to school:�
�
Number of school days involved:�
�
�









Parent/Carer Name:


�
�
�



Signed: (Parent/Guardian)


�



Date:�
�
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