
ABSENCE REQUEST FORM
Student details

Name of student:

DOB: Tutor Group:

Name of the person requesting absence: Relation to student:

Any additional siblings requesting the absence -

Name: DOB: Tutor Group:

Name: DOB: Tutor Group:

Details about the requested absence

Start date of absence: End date of absence: Number of days:

Reason for absence (please give as much detail as possible):



Parent/Carer’s Declaration: I have read the Absence from School for Exceptional Circumstances
Information for Parents and understand I/we may receive a penalty notice if my/our child receives
unauthorised school absence as a result of this request. Please note the school day is divided into 2
registration periods, for example if your child is absent for one day this equals 2 sessions and a five
day absence equals 10 sessions.

Signature:

Date:

Internal Use:

The school has considered your request for leave of absence and your childôs absences will be
recorded as follows: -

Number of
authorised
sessions

Number of
unauthorised
sessions

Number of
unauthorised
sessions to
date

Signed:

Position:

Date:

Original signed and completed forms to be retained with pupil d

recorTs.

Copndbereturnedtotbeparent/carehoftbepupihtocon firoantporisedo. nnantporised

aTsence.



Absence from School for Exceptional Circumstances Information for Parents

You are required under the Education Act (1996) to ensure your child attends school
regularly. There is, however, a discretionary power held by Headteachers to authorise
absence in exceptional circumstances. Please note this is not an entitlement.

Headteachers will not authorise absences if they believe it is to the detriment of a childôs
education. Please note that supporting documents t

https://www.york.gov.uk/SchoolAttendance

