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Pupil Absence Request Form (planned absence)		                       
We request that pupils are not absent from school during the term time except in extenuating circumstances. 
Any absence taken but not authorised will be recorded as unauthorised absence. Pupils who are absent are expected to complete all work they have missed. 
If you feel that there are extenuating circumstances for an absence, please complete this form and return to the Attendance Officer (absence@maryhare.org.uk). Any possible absences other than illness must always be discussed with us as early as possible and before any holiday bookings are made. Each application will be reviewed and considered, and the final decision will be made by the Principal. 
Parents and carers are reminded that Penalty Notices will be considered where pupils are either absent from school without authorisation or when absence is linked to a holiday request that has been turned down. https://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
We have an obligation to keep all local authorities informed about pupil attendance. 

	     PUPIL DETAILS

	Name  

	Date of Birth  

	Class/Year  

	ABSENCE REQUEST DETAILS

	Absence Request start date:  Click or tap to enter a date.
	Absence Request end date: Click or tap to enter a date.

	Reason for absence request: 



	Signature


	Name of parent/carer   

	Date


	FOR SCHOOL USE ONLY

	Current attendance %


	This academic year:
Number of previous planned absences: ……………………........................................
Authorised planned absences: (%) …………………………………………………………………….
Unauthorised planned absences: (%) …………………………………………………………………
Other absences: (%) …………………………………………………………………………………………….

Previous years:
Have any absences been authorised / unauthorised? ......................................................
If yes, please provide details: ……………………………………………………………………………………….

……………………………………………………………………………………………………………………….…………………


	Does this absence coincide with Mock Exams, Public Examinations including SATs?         YES  ☐         NO  ☐                               

	Any circumstances which support whether this request should be authorised/unauthorised? 



	Number of days requested: 

On this occasion this request is: authorised ☐   unauthorised ☐  for                  days (indicate the number of days)

Reason to support the decision ……………………………………………………………………………………………………………………………….

Print Name ……………………………………………..........     Signed …………………………………………       Date…………………………………


	Register code to be used for the absence*
H = Annual family holiday agreed  ☐                    G = Family holiday not agreed  ☐  
C = Other authorised circumstances  ☐               O = Unauthorised  ☐
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