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WOODHOUSE PRIMARY SCHOOL

‘WISDOM GROWS FROM WONDER’
PROCEDURES FOR APPLYING FOR ABSENCE FROM SCHOOL
Please read the following notes carefully before completing a ’Leave of Absence’ during term time form.

· Any request for absence should be made on the school’s official ‘Leave of Absence Form’. The form must be returned to the school office at least two weeks before the start of the leave of absence and completion of the form does not guarantee authorisation by the Headteacher.

· Absences will only be approved in special or exceptional circumstances. 

· No absence for holidays will be authorised. 

The law states that you do not have the right to take your child out of school for holidays during term time.  The Local Authority works with schools to reduce the numbers of children missing school because of holidays taken in term time.

· If the school refuses your application and you still take your child out of school the absences will be treated as unauthorised.   Unauthorised absences may result in a fixed penalty notice.

· In addition leave of absence will only be granted in exceptional circumstances for a limited period of time.
We appreciate the challenges that some parents face when booking holidays, particularly during school holidays. However all time in school is important and we would like to take this opportunity on behalf of the school to thank you for your full support in this matter by not taking your child out of school during term time.

The above guidance is based upon national and local guidelines for authorising ‘Leave of Absences’ in term time.

Having read these notes, if you still wish to apply for leave of absence for your child please complete the application form which may be found on the school website and located outside the school office.

Thank you for your assistance

Mrs J.A.O’Connor 

Headteacher

WOODHOUSE PRIMARY SCHOOL

‘WISDOM GROWS FROM WONDER’

APPLICATION BY PARENT/CARER FOR CHILD’S LEAVE OF ABSENCE FROM SCHOOL DURING TERM TIME
Name of Child______________________________________________   Year______
I wish to apply for my child to be absent from school during the following dates:

Date of last day of School ________________ Date of return to School _____________
Total number of school days missed ___________________
Reason for Absence from school: 
I make an application for my child named above to have authorised absence from school for the reasons stated.  I understand that if this is not agreed then any absence will be treated as unauthorised.

Name of Parent/Carer making application ____________________________________

Signed _______________________________________  Date ___________________
PLEASE RETURN YOUR COMPLETED APPLICATION FORM TO THE
SCHOOL OFFICE AT LEAST TWO WEEKS BEFORE THE LEAVE OF 
ABSENCE WOULD BEGIN.
______________________________________________________________________

School Use:   Authorised/Unauthorised 
    Date Slip Returned to parents: __________
Current attendance %______
(  Referred to EWO                     ( Penalty Notice                     ( Attendance Review
(You will receive the slip below signed by the Head Teacher)
COMPLETED APPLICATION FORMS MUST BE SENT TO THE

SCHOOL OFFICE AT LEAST TWO WEEKS BEFORE THE LEAVE OF ABSENCE WOULD BEGIN.
Dear Parent/Carer,

Name of Child____________________________   Year______   Attendance % ______
I can confirm that the requested leave of absence has been authorised/unauthorised.
(  Referred to EWO                     ( Penalty Notice                    ( Attendance Review
Comments ____________________________________________________________

______________________________________________________________________
Signed _____________________________________________
Mrs J.A. O’Connor

Head Teacher
