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GREAT FINBOROUGH 
CHURCH PRIMARY

Headteacher: Mr Stephen R Dodd BA (Hons) Primary Education QTS



REQUEST FOR LEAVE 
· Absence is only approved in exceptional circumstances and when your child’s attendance is 96% above and your child’s progress is expected or better. 
· Under no circumstances will authorisation be given during, or in the two weeks before, an examination period, eg Year 1 Phonics Screening & Year 6 SATs. 
I request that (Name of Student): ________________________________ Class:______________________

Be granted leave if absence from school

From:_________________________(date)                   To:_______________________(date)

The exceptional circumstances for this request are:

NB: If you are stating that you can only take holidays during term-time as result of employment reasons, you must attach a letter from your employer confirming that leave can only be taken at this time. 

I have attached a letter from my employer [  ] (tick)

I understand that my child is expected to catch up with any work missed during this absence from school.

Signed: __________________________________________       Date: _______________________________

Please state your relationship to the student: __________________________________________________

Please return this form to the School Office as far in advance of the planned absence as possible.

admin@finboroughprimary.co.uk 
Response to request for leave of absence

[  ] 96% - 100% - Usually authorised with no fine. NB: the leave must not bring the attendance below 96% 
[  ] 91% - 95% - Unauthorised but with no fine. 

 

[  ] Up to – 90% (Therefore deemed as a Persistent Absentee) - Unauthorised with a potential fine.

Attendance data at time of request:    ​​​​​​​​_________%
Headteacher’s signature:_________________________  Date:____________________________


