REQUEST FOR EXCEPTIONAL LEAVE OF ABSENCE FROM SCHOOL

DURING TERM TIME

Please use this form to request any exceptional absences, including medical appointments that cannot be arranged outside
school hours.

At St Anne’s School, we know that regular attendance helps children make the best possible progress. We also understand
that sometimes there are exceptional circumstances when time away from school is unavoidable. Any request for leave will
be considered carefully by the Headteacher and must include supporting evidence. You will receive a written response to
your request.

Please complete a separate form for each child and return it to the School Office at least two weeks before the requested
absence. Submitting this form does not guarantee that permission will be granted. Taking a holiday or other absence without

permission Will result in a Penalty Fine.

Leave of absence will be granted during term time if there are exceptional circumstances which are
both ‘unexpected and unavoidable’

Please view the School’s Attendance Policy at: Attendance Policy 25-26

Pupil Details

Pupil Name Year Home Address
Group

| request permission for my child to be absent from school:

First Day/Time of Absence from School Date/Time of Return to School Total Time Absent

........... days .........hours

Please detail below the reason for your request for exceptional absence from school during term time

Parent Declaration

| understand I/we may receive a penalty notice if my/our child receives unauthorised school absence as a result
of this request.

Signed: (Parent/Carer) Date:

Please attach supporting documents to this form. eg: Hospital Appointment Letters

For Office Use Only:
Your child’s absences will be recorded as follows:-

Dates of Absence Number of Days Current Evidence enclosed/seen
Requested Requested Attendance

Number of Days Number of Days Date Reason

Authorised Unauthorised

Headteacher Signature




