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Leave of Absence Request for Exceptional Circumstances
The Education (Pupil Registration) (England) (Amendment) Regulations 2013, states that Headteachers may not grant any leave of absence during term time unless there are exceptional circumstances.  Our Governors have agreed that the exceptional circumstances are as follows:
1. Where it is company/organisational policy for an employee to take leave at a specified time in the year and there is no opportunity for a family holiday in school holidays. This must be supported by documentary evidence from the organisation.

2. Service personnel returning from/scheduled to embark upon a tour of duty abroad.

3. Where a holiday is recommended as part of a parent or child’s rehabilitation from a medical or emotional issue. Evidence must be provided from qualified professionals, such as a doctor.

4. Attendance at family weddings.
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To be completed by school

The absence will be recorded as authorised/unauthorised in the attendance register.
If you wish to discuss this decision, please do not hesitate to contact me.
John Richardson …………………………………………. Headteacher           Date ………………….…..…………………

OFFICE USE ONLY

Total absence for academic year ……..…   Code to be used on this occasion   ……….…   Percentage  Attendance …….……%
Distribution 
Colour copy to parent/guardian



1st copy to class teacher 



2nd copy to admin/office
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	Wath Lane, South Hykeham, Lincoln LN6 9PG.  

Tel: 01522 681919  Fax: 01522 681919

E-mail – john.richardson@south-hykeham.lincs.sch.uk
HEADTEACHER: Mr. John Richardson BSc (Hons) P.G.C.E.

                                  


South Hykeham Community Primary School








       To be completed by the parent/carer





       Name of child/children ……..…………………………….………………………………    Class ………………………………………..


       


        I/we parent/guardian of above child request absence from school due to the following exceptional circumstances:………





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


           


        First day of absence ……………………………………





        Last day of absence ………………….…………………





        To return to school on …………………………….……





Signed by ………………………….................................................................  Parent/Guardian   





Date……………………………..…..


        


       THIS FORM WILL BE RETURNED TO YOU STATING WHETHER ABSENCE IS AUTHORISED OR UNAUTHORISED


       


        NB – In order to meet current legislation any unexplained absences will be recorded as unauthorised











