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Term-Time Absence Request Form
Please complete this form accurately and return it to the school office at least two weeks before the first day of the requested absence. Providing all information clearly helps us process your request promptly.
Term-time absences are only authorised in exceptional circumstances. These are described as rare, significant, unavoidable, and short, and could not reasonably be scheduled for another time. Family holidays or leisure trips will not be authorised.
	Child's Details
	
	Parent/Carer Details
	

	Full Name
	
	
	Name
	

	Class/Year Group
	
	
	Relationship to Child
	

	Date of Birth
	
	
	
	



	Absence Details
	
	Please describe how you plan to help your child keep up with their schoolwork while they are away

	Dates of requested absence 
	
	
	

	Total number of school days
	
	
	

	Reason for absence
	
	
	


Parent/Carer Declaration
I understand that term-time absence is only granted in exceptional circumstances. I confirm that the information provided is accurate and complete.
	Signature: 
	Date: 



For School Use Only
	Request received by
	

	Date received
	

	Absence authorised (Yes/No)
	

	Reason
	

	Authorised by
	

	Date
	






Attendance Expectation
Our school aims for all pupils to achieve at least 97% attendance. Regular attendance is essential to ensure your child makes the best progress.
Unauthorised Absences
Any absences that are not authorised will count towards the potential issuing of a Penalty Notice. The Educational Welfare Officer (EWO) is responsible for issuing these notices.
When Penalty Notices May Be Issued
Penalty notices are usually issued after 10 sessions (5 school days) of unauthorised absence. Examples of unauthorised absences include:
· Parentally coordinated absences without authorisation
· Unauthorised holidays
· Excessive or delayed return from an agreed/authorised holiday without prior permission
· Persistent lateness after the register has closed
This list is not exhaustive, and each case is considered individually. The EWO will provide reasons why absences are considered unauthorised or unexplained.
Why This Is Important
Penalty notices are issued to help ensure all children receive their full entitlement to education and to support families in maintaining good attendance.
For more information about attendance expectations, penalty notices, and support, please visit the Calderdale Council website:

https://www.calderdale.gov.uk/v2/residents/education-and-learning/parental-support/education-welfare
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