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MEADOWBROOK PRIMARY SCHOOL

Request for Absence from School Form

To the Deputy Headteacher, Mrs Melanie Willcox
I wish to apply for …………………………………………………………………………………………………………… (child’s name)

Class ………………………………………………….…………… to be authorised as being absent from school from

………………….………… to ……………………………… (inclusive dates), ……………………… total number of days,
for the following reason ……………………………………………………………………………………………………………………..……

………………………………………………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………………………………………………..
(NB) If holiday is being requested please give reason why holiday is being taken during term time ………………………………………………………………………………………………………………………………………………..…………….

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

………………………………………………………………………………………………………………………………………………………………………..
Signed: ……........................................................................... (Parent/carer) Date: ………………………...……….

NB Parents do not have an automatic right to withdraw pupils from school and, in law, have to apply for permission in advance.  Following Government guidelines, up to 10 days may be granted at the discretion of the school.  This is dependent on attendance levels. 
Please complete this form and send to the Deputy Headteacher well in advance of the date for which leave of absence is requested.  Please note - in accordance with South Gloucestershire Council policy we do not authorise holiday in terms 1 + 5 unless there are exceptional circumstances.
Any absence, which has not been agreed in advance by the Deputy Headteacher, is marked as “Unauthorised Absence”.  Approval for absence cannot be given after the child returns to school.
Current Attendance Rate                  % 

Authorised / Not Authorised

Note: ……………………………………………………………………………………………………………………………………………… …………….

Signed: ……………………………………………………………………………….…… 
Melanie Willcox 
Deputy Headteacher

Date: ……………………………………………

Attendance Rates

99% Excellent, 97% Very Good, 95% Average, 90% Below Average, 85% Causing Concern, 80% Very Poor
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