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Leave of Absence Request Form
Parents and carers should complete this form at least 2 weeks before the date the leave starts. It should be emailed or handed in to the office. A Co-Head of School sees all requests and all requests are dealt with on an individual basis according to the situation. You may be asked to meet with a Co-Head of School to discuss this request.

	Name of child 
	

	Child’s class
	

	Dates of leave request (1st and last days off school)
	

	Reasons for leave of absence request (please continue overleaf if needed)





	




· Your child has a right to come to school and it is the parent/carer’s responsibility to ensure that their child comes to school.
· The interests of the child always come first.
· You should not take your child on holiday during term time. It is unlikely that this would ever be authorised. It is disruptive to both your child’s learning and the school. The beginning and end of each half term are important and should not be missed.
· Leave of absence should be taken for exceptional reasons only and be out of the control of parents e.g. death of a close family relative, or on medical advice. 
· It is the decision of a Co-Head of School whether a leave of absence is authorised and each case will be considered on an individual basis according to the specific needs of the child and/or situation. Each family’s situation is unique and will not be compared.
· If your child is in year 1, when they will take national phonics tests, leave of absence will not be authorised.
· Applications should be made as far in advance as possible, ideally 2 weeks prior.
· You must give a return date. If your child does not return on that date, your child will be recorded as Missing in Education and may lose their place at school.

Please view our full attendance policy on our website here: 
https://www.carrington-inf.bucks.sch.uk/attendance/ 
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