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Leave of Absence Request Form
At Fairfield College, we believe that every session is important and maximum attendance and punctuality are valuable life skills. Taking time out of education during term time may harm academic progress.  In line with Local Authority policy, absences may only be authorised at the discretion of the Principal in EXCEPTIONAL circumstances.  
Please tick below to indicate which exceptional circumstance applies to the reason for this request.

Family circumstance, such as a bereavement / religious observance / wedding of a close family member / family emergency
Unavoidable medical / dental appointment (although it is the college’s expectation that every effort should be made to secure routine doctor/dentist appointments out of college hours or during the holidays)
Absence, within reason, for an external exam such as ballet and music and to attend elite events (e.g. National Youth Orchestra or a representative sport event)

Please note that family holidays will not count as a reason to authorise absence in term time, with the exception of the children of armed forces personnel on leave from active service.  Leave of absence requests must be made at least 5 days in advance.
	Name of Young Person

	

	Date of First Day of Absence:


	
Date of Return:

	Number of Days requested


	


Please state below your reason for this absence request with details outlining your ‘exceptional circumstance’.  Please continue on a separate sheet of paper if required. 
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
	Female Genital Mutilation (FGM) is illegal in the UK. It is also an offence for UK nationals or permanent UK residents to carry out FGM abroad or to assist the carrying out of FGM abroad. The maximum penalty for an offence is 14 years’ imprisonment. No religious doctrine supports FGM. FGM has serious long-term health consequences for the girls and woman affected. All parents have a duty to protect their daughters from FGM and from others who may want to practice FGM on them. The college may request further conversations with families about this.  

	I confirm that this leave of absence from college  does not support any action related to FGM.  


Signed: _________________________________                                   Date: ______________________
Parent/Carer (Print): ___________________________
PLEASE RETURN TO info@ffc.ac.uk 

FOR COLLEGE USE:  

Attendance%:

Total sessions pupil absent this academic year:

Total unauthorised absence this year:

Request authorised:   Yes/No






Appendix 1 – Attendance Policy

