Application for Absence in Term-time 2024-25 
Please note the following and read the guidance on the school website before completing this form.  
The parent/carer requesting the leave of absence must be responsible for completing the form. Hartland High School can only accept absence requests from parents/carers that have day-to-day parental responsibility for the student. 
Hartland High School is not allowed to authorise absence during term time, unless in exceptional circumstances.  
Students with attendance that is already under the nationally expected level of attendance (95%), are unlikely to be granted authorisation for absence.  
Only our Headteacher, or a member of staff nominated by our Headteacher is qualified to authorise absences during term-time. 
Parents have a duty to ensure their children’s regular attendance at school and failure to do so is an offence under Sect. 444(1) of the Education Act 1996.   
Unauthorised absence could result in a penalty notice from the Local Authority.  
[image: ]
	
Student First Name 
{{Student First Name}}

Student Surname 
{{Student Surname}}

Year group
{{Year Group}}
First Date of Absence
{{First Date}}

Date of Return to School
{{Return Date}}

Number of days absent
{{Number of Days}}

Details of exceptional circumstance / Reason for Request:
{{Reasons}}




Would you like to be contacted, to submit supporting evidence?
{{Evidence}}

Name of Parent
{{Parent name}}

Parent Email address
{{Parent Email}}

Parent Phone Number
{{Parent Phone}}

By typing my name I confirm that these details are all correct    
{{Signature}}

Date Submitted 
{{Submission date}}

TO BE COMPLETED BY PRINCIPAL / ATTENDANCE OFFICER

Decision

☐ Authorised   	☐ Not Authorised	☐ Partially Authorised

Partial Authorisation Information




Rationale
















Signed 	Date  
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