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Trellech Primary School

Application for Planned Absence 

during the Term Time

Name of Child/Children: ……………………………………………………………………………….…….…

Proposed date(s) of Absence:  from……………………………………to ……………..……….….…..  

Reason for absence ………………………………………………………………………………..………………

Signature of Parent/Guardian ……………………………………………………………………….….……

· This form should be completed by the parent (or guardian) and forwarded to the Headteacher as soon as details of the planned absence are known.

· Information regarding authorised and unauthorised absences is required by the LEA and the Education Welfare Service and the National Assembly.
Term Time absence including a holiday during term time means that children miss important educational school time, activities.  It will be difficult for them to catch up on work later on.
In order to comply with the LA recommended Attendance Policy dated November 2024, schools are encouraged to stress to parents the importance of the continuity of learning.  Leave of absence for term time absence follow a very specific criteria.  All term time requests will be considered on an individual basis taking this criteria into account.

Please return to the School Office. You will receive a completed authorised/unauthorised reply by pupil post and/ or email.
To be completed by the Headteacher

Current Attendance %:………………………………………………………………………………..

Special Leave Application: Authorised/ Unauthorised (delete as appropriate) 
Reasons for Decision: 

………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………
Signed: ……………………………………………… Date:…………………………………………….………………………………….
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