	Glebe Primary School

Request for Withdrawal from Learning

	Use this form for all absence other than sickness

Return to school before the date of requested absence

Use a separate form for each child and each absence

	Guidance

	· Pupils are only in school for 190 days each school year. There are 175 other days for holidays and other activities.

· 80% attendance represents 1 day off a week.

· 90% attendance represents 1 day off per fortnight.

· Glebe Primary School does not authorise any holidays.

· All sessions missed when a child is on holiday will be unauthorised.

· Once 10 sessions of unauthorised absence are reached (5 days) within one school year a Fixed Penalty Notice will be issued by the Local Authority.

	Parent/guardian to complete

	Name of child:
	Class:

	Date/s of absence:
	Number of days requested:

	Is this the first request for absence this academic year?
	Yes / No

	Details:

	Signed:
	Dated:

	School office to complete

	Attendance:

%
	More than 95%
	Satisfactory 

	
	Less than 95% 
	Cause for concern

	Headteacher to complete

	Code placed in register:
	G
	Family holiday unauthorised

	Headteacher comment:
	J
	Interview

	
	M
	Medical/dental

	
	P
	Approved sporting activity

	
	R
	Religious observance

	
	V
	Educational visit or trip

	Signed:
	Dated:

	OFFICE USE

	Noted in register
	Date:
	Referral to LA needed
	( (

	Attendance Log completed
	Date:
	Referral to LA made
	Date:


