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WELLESLEY PRIMARY SCHOOL

REQUEST FOR ABSENCE TO TAKE TIME OUT DURING TERM TIME

Regular attendance at school is essential to promote the education of pupils.  There is a strong link between attendance and achievement.  Regular attendance helps a child to learn, progress, establish good habits and prepare for the future.

Completed forms should be returned to the school office AT LEAST 10 days before the proposed absence – this helps the teacher with organising assessment/specific events.

I would like to take my child/children:…………………………………………………………….Class(es):……………………………

out of school from:………………………………………………………………….
to……………………………………………… (inclusive)

Please give details below of the special circumstances which require absence from school during term time: Please be specific about why you require time off in term time so ‘exceptional circumstances’ can be assessed as per our attendance policy. (school policies can be found on the school website)

……………………………………………………………………………………………………………………………………………………………………………………………..

……………………………………………………………………………………………………………………………………………………………………………………………..

Signature of parent or guardian……………………………………………………………………………….. Date:…………………………….

The school cannot grant leave of absence during term for holidays unless there are exceptional circumstances.  

Other absence from school will be considered on an individual basis and a decision will be made by the Head whether to authorise the absence or not.  

Where, in exceptional circumstances, leave is granted, no more than five days (10 sessions) per school year shall be authorised.

This is in accordance with the local authority legislation
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To:………………………………………………………………………………………..                                                         Year………………………….

REQUEST FOR ABSENCE DURING TERM TIME FOR …………………………………………………………………………………………

Date of absence  ………………………………………………………………………………………………………………………………………………….

Permission is/is not granted for your child/children to take leave of absence from school.

If permission has been refused it is because, unfortunately, I can no longer authorise such an absence. Please see our attendance policy.

Signed:………………………………………………………………….. Headteacher
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