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ST PAUL’S CE PRIMARY SCHOOL

St Paul’s Road, Brentford, Middlesex TW8 0PN

Telephone: 020 8560 3297

Application for pupil term time leave of absence from school
The Department of Education (DFE) has instructed that it is unacceptable for families to take leave during term-time. Parents are requested to organise holidays outside of term time dates. Term dates are published in advance to support families in planning holidays, weddings and other significant events during the school holidays. 
The school has to follow statutory regulations as regards absence during term time.  Authorised leave is only granted by the Head teacher in exceptional circumstances.  Leave for significant family events within term time, cheaper travel tickets or for cultural events in another country is not authorised.  We monitor attendance regularly throughout the year.  We also work with the Local Authority’s Education Welfare Officer to identify poor attendance.

If you have some special circumstances which require you to take your child out of school during term time, please complete this application form, giving 21 days’ notice (in all but emergency cases) and return to the School Office.  Please give as much detail as you can to support your request and provide a copy of any relevant documents.
The School will consider the following points:

· The child/children’s attendance history

· The age of the child

· The child’s stage of education (eg SATS year)

· The time of year (SATS exams)

· The nature of the trip

· Is there a fixed return date
· Has previous term time leave been applied for and the length of that leave

Please note, late request may automatically be unauthorised – as there may be insufficient time to consider the request in advance.

Once your request has been submitted:

· The response to your request will be available 7 days after the date on which your request was received by the school office.

· A letter giving the response will be given to your child to bring home in their book bag.
· If you have not received a letter of response by the 8th day of your request, please come and check with the school office.

· Please read the letter carefully.

ST PAUL’S CE PRIMARY SCHOOL

St Paul’s Road, Brentford, Middlesex TW8 0PN

Telephone: 020 8560 3297

Name of Child………………………………………. Date of Birth………………
Name of Child………………………………………. Date of Birth………………
Destination………………………………………………………………………….
Reason for Term Time leave……………………………………………………..
……………………………………………………………………………………….
……………………………………………………………………………………….
……………………………………………………………………………………….

……………………………………………………………………………………….
Proposed date of departure………………………………………………………
First Day back at School………………………………………………………….
Total number of School day absences applied for…………………………….
Name & telephone number of friend/relative who the school can contact if needed during the absence                                            
………………………………………………………………………………………..
Name of parent/carer………………………………………………………………
Signature of parent/carer………………………………………………………….
Date……………………….
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