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Leafield C.E. Primary School
Absence Request Form
For unauthorised absences of 5 consecutive days or more, a fixed penalty notice may be issued by the local authority of £80 per child to each parent. 
Parent/Guardian to complete & return to school office:

	Name of child:


	Class:



	Is this the first request for absence this academic year? 


	Yes / No

	Dates requested (from/to): 


	Total number of school days requested:

	Reason: (this must be an exceptional circumstance; documentary evidence may be requested)


	Signed: 


	Date:

	
	


School Office to complete:

	Current attendance (%):

	Green
	More than 95%
	Satisfactory



	
	Amber
	85% to 95%
	Needs improvement.


	
	Red
	Less than 85%
	Unsatisfactory



	
	
	
	


Head Teacher to complete:

	Authorised                             Unauthorised
	The code placed in the register will be:


	


