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        Millbrook Primary School Absence Request Form

Parents do not have the right to take their children out of school during term time. 
No absence will be granted during term time, unless there is an Exceptional Circumstance. 
An Exceptional Circumstance does not cover :

· Holidays of any description (unless necessitated by work contacts – proof needed)

· Family birthday celebrations

· Visiting relatives abroad

· Leaving before the end of term/returning after term has started
· Travelling to another country for family medical treatment. 

Unauthorised absence taken during term time may result in the Local Authority issuing a Penalty Notice - The penalty for unauthorised absence is £60, per parent per child if paid within 21 days, rising to £120 if not paid within 28 days. If the penalty notice is not paid parent/s may be prosecuted.  An unauthorised absence of 6 sessions (3 days) can trigger a fixed penalty notice.

All requests must be made at least 2 weeks before the start of the absence.

	Child(ren)’s  Name
	Class
	Year Group

	
	
	


 

Requested absence date/s (inclusive):

From





To


My Exceptional Circumstances are:.................................................................................................

.
...........................................................................................................................................................

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

Number of school days child(ren) will be absent from school
              days
.

Signed:…………………………………..............................................................Parent/Carer             
Print Name:..............................................................................Date:..........................................       
Absence Request Response
(To be completed by the Head Teacher)









______       ______      ______


Attendance rates to end of last week              





Number of day’s absence previously authorised this year

Absence request:  Authorised
                  
      Below statutory school age.


Exceptional circumstances agreed.

Absence request: Unauthorised

Your request for authorisation of absence during term time has been carefully considered but unfortunately it has not been possible to authorise it for the following reasons:


Circumstances do not meet the criteria to qualify as “exceptional”.


The leave has not been requested in advance.
Signed: ………………………............................................Mrs K Shawyer   (Headteacher)
                
Date:     ............................................................................
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