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___________________________________________________________________________________
Students Leave of Absence Notification


‘Parents should not normally take children on holiday during term time’ DfEs Circular 10/99 

The Department for Education no longer permits a discretionary allowance of 10 days for family holidays and absence will now only be authorised in exceptional circumstances. However we would ask that you fill in this form so we can complete our attendance records accurately. 

The guidelines for completing the absence request form are as follows: 

‘The school must, by law, take a register twice daily and must record the reason for a child’s absence. An authorised absence can only recorded if the reason is ‘unavoidable’ or on genuine compassionate grounds. Allowing any student to be absent from school without an acceptable reason is against the law.’ 


I request permission from the Governing Body of Elmtree School for my child to be granted leave of absence for the dates and reason below: 

Name of Pupil ……………………………………………………………… Class……………….………………..

Proposed dates of absence: From……………………………………To…………………….…………............ 

No of days of absence requested:………………………………

Reason for absence…………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………
 
…………………………………………………………………………………………………………………………

 
Signature of Parent/Carer ………………………………………………………Date……………………………..

This letter must be submitted to the Headteacher not less than one week prior to the proposed absence.

FOR OFFICE USE ONLY:
APPROVED/NOT APPROVED …………………………………………………….…(signed by Headteacher)
Date …………………………………………….. Absence Code ………………………………………………….	
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