REYNALDS CROSS SCHOOL AND GREEN LANE SITE
ABSENCE FORM FOR PUPILS
If your child will be absent from school due to pre-arranged circumstances i.e. Holiday request/Medical, dental appointment or procedure, or any other circumstances it is required that you complete the below form and return to the school office.  You will receive notification of approval for Holidays and/or Exceptional circumstances
If it is a medical/dental appointment this should be authorised but we ask for the appointment letter to support. (sent with form)
MEDICAL OR DENTAL APPOINTMENT/PROCEDURE
	Name
	Class
	[bookmark: _GoBack]Dates requested – (times if not whole day)
	Reason
	Letter attached Yes/No

	

	
	
	
	

	

	
	
	
	



OTHER REQUESTED LEAVE OF ABSENCE (Leave of absences that have not been agreed will be marked as unauthorised absences and may be referred to the authority)
	Name
	Class
	Dates requested 
	Reason
	Comments

	

	
	
	
	

	

	
	
	
	



HOLIDAY REQUEST.  (Please note there is no automatic right for pupils to be granted authorised absences and requests will only be considered where there are exceptional circumstances – as Department of Education 2013)
	Name
	Class
	Dates requested
	Destination
	Comments

	

	
	
	
	

	

	
	
	
	


 ………………………………………………………………………………………………………………….
HOLIDAY REQUEST/EXCEPTIONAL CIRCUMSTANCES
Name:                                                          Class:                              Dates requested:
We have given careful consideration to your request and on this occasion your request has/has not been approved 

Signed ………………………………………………………… (on behalf of Head teacher)
w/forms/absencepupils
