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Request for Leave of Absence from School During Term Time
To the Principal,
I request leave of absence for my child:
Name:  _______________________________
Class:    _______________________________
Teacher:   _____________________________
Dates:  From ___/___/______		To ___/___/______
The reason for the request for leave:
_____________________________________________________________________________________
_____________________________________________________________________________________
I understand that:
· If I take unauthorised absence, my child’s place in the school may be withdrawn if I fail to return after a total of 20 days.
· If my child’s attendance is too low, I may be prosecuted.
· I may be fined after 5 days/10 sessions of unauthorised absence and that there is a minimum fine of £60.00 per parent per child.
· There is no longer any discretion to approve holidays during term time.
· A ‘session’ is counted as either a morning or afternoon period.
· The school’s attendance procedures and expectations can be found on the website – www.phoenixinfants.uk – and I have read these in full and understand.
· I must complete this form with at least 2 weeks’ notice and email to post@phoenixinfants.uk. 

A copy of outbound and inbound flight bookings MUST be provided if requesting leave to go abroad and attached to this form. No request will be authorised without these.

Print name: ______________________________
Signature:   ______________________________		Date: ___/___/_______
For school use only:						
	Date received
	

	Parent Interviewed/telephoned
	

	Letter sent to Parents
	

	Days Authorised
	

	Days Unauthorised
	

	Total Absence
	



If you need help reading this letter, please ask at the office.

Jeśli potrzebujesz pomocy, aby zrozumieć ten list, proszę przyjść do biura.

ਜੇਕਰ ਤੁਹਾਨੂੰ ਇਸ ਪੱਤਰ ਨੂੰ ਪੜਨ ਦੀ ਮਦਦ ਕਰਨ ਦੀ ਲੋੜ ਹੈ? ਦੇ ਦਫਤਰ ਨੂੰ ਆ ਕਿਰਪਾ ਕਰਕੇ.
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