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Woodlands School Hutton Manor
Request for Leave of Absence during Term Time
	Name of pupil(s):

1 
...........................................................................................
2
...........................................................................................

3
...........................................................................................
	Class(es):

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

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

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


	Dates of absence


	from:
	to:

	Total number of days:
	

	Reason for request:
	


	Signature:
 …………………………………………………. parent/guardian

Date:

………………………...................……….



---------------------------------------------------------------------------------------------------------------------------------------
Response to Leave of Absence Request

To the parents of:
…………………………………………..........................……………………........….
The Head Teacher has considered your request and
The absence is authorised.





(
This absence cannot be authorised. 




(
If you wish to remove your child for this period the absence will be unauthorised.
Signed 
……………………………………...............…………
Date:
........................................

Head Teacher
	For office use only:

Once signed by Headteacher, make two copies of this form in its entirety and pass
Original to

Parents 








Copies to: 

 Head Office










 Pupil file 










Class Teacher via E-Register















