[image: Butterwick School logo]		Leave of Term Time Absence Form
Please complete this form and return it to school at least four weeks before the start of term time absence.  
 
	PARENT SECTION 
	 

	Full name of child/children 
 
	 

	DOB 
	 

	Class 
	 

	Name of parent/guardian 
	 

	Reason for absence 
	 
 
 

	Length of absence (school days) 
	 

	Dates of absence 
	 

	Parent/guardian signature 
	 
 

	SCHOOL SECTION 
	 

	Leave approved  
	Yes/No 

	Approved by: 
	 

	Total leave of absence days requested this academic year 
	 


 
As you are aware, schools report their attendance to the Governors and Local Authority and can only approve term time absence in exceptional circumstances. Holidays are not an exceptional circumstance.
A request for leave of absence may require further information e.g. booking confirmation showing destination, dates of travel and travelers – PLEASE ATTACH WITH THIS FORM
[bookmark: _GoBack]We are unfortunately unable to authorise all requests so unless you receive an accompanying letter stating otherwise, your child’s absence will be recorded in our registers as unauthorised and you may receive a Fixed Penalty Notice. I am sure you understand the difficult position schools are in on this matter. 
Thank you. 
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