Together we can achieve more
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Highfield Primary School
REQUEST FOR ABSENCE(S) IN

EXCEPTIONAL CIRCUMSTANCES ONLY

Regular attendance is an important factor in your child’s performance at school.
Please think carefully before deciding to request a leave of absence
Request for absence(s) should be made only in exceptional circumstances

This form should also be used for a medical appointment that is likely to involve                      absence(s) for half day or more.

We request permission for: 



 Class:
To be absent from:




to:
Total number of days/ hours requested:

(If half day am/pm)

Reason for absence:

	


(Please note if you are going abroad, a copy of the flights’ tickets will be requested)
Parent’s/Carer’s Name:
Parent’s/Carer’s Signature:




 Date:
You will be informed as soon as possible whether the absence(s) you request are authorised or unauthorised.

PLEASE RETURN TO THE SCHOOL OFFICE 
OR EMAIL TO: attendance@highfield-pri.enfield.sch.uk
FOR OFFICE USE ONLY:……………days taken so far.   Attendance %..................... 
