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ABSENCE REQUEST
Request for leave of absence from school during term time.

Please read notes below, complete all sections of the form and return to the school office.

Parents have a legal duty to ensure regular attendance at school. The school may authorise leave of absence but will consider the reasons for the request, the effect on the continuity of the children’s learning and overall attendance. 

Please be aware that absence during term time without the authorisation of the Headmaster will be recorded as unauthorised absence. 

Instrumental lessons: please be aware that parents must contact the music administrator or the relevant instrumental teacher direct to alert them to any planned absences from school. This can be done by phone (01432 363531) or by email (a.turtle@herefordcs.com). The instrumental teacher will make every effort to rearrange the lesson. 
Speech & Drama lessons: please be aware that parents must contact Mrs Kirsty Sockett direct to alert her to any planned absences from school. This can be done by email (k.sockett@herefordcs.com). The teacher will make every effort to rearrange the lesson. 
____________________________________________________________________________________
ABSENCE REQUEST
I request that leave of absence be granted to:

Child’s Name................................................................................................  
Form..........................................
On (day of absence) ................................................ from................................. to………………………..
Reason for absence 
.......................................................................................................................................................

.......................................................................................................................................................

.......................................................................................................................................................

Signature of Parent/Guardian...................................................................................Date......................................
Decision:  Authorised / Unauthorised

Reason.............................................................................................................................................
.......................................................................................................................................................
Signed.............................................................................................................................................
