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	Please confirm 

	I have read the Attendance Policy 2025
	 



	I request that:
	Insert child’s name

	be granted leave of absence from Hatfield Community Free School between:

	First day of absence:
	Insert date

	Return to school on:
	Insert date



The exceptional circumstances for the request are: 
	
	Please indicate 

	Parent is service personnel and is returning from a tour of duty abroad where it is evidenced the individual will not be in receipt of any leave in the near future that coincides with school holidays 
	 

	Parent(s)/pupil(s) travelling for occupational purposes
	

	Absence from school is recommended by a health professional as part of a parent or child’s rehabilitation from a medical or emotional issue 
Please note: evidence is required
	 

	The death or terminal illness of a close relative (a close family member is defined as family most directly related to the child, i.e. grandparent, mother, father, brother, sister). 
 
Please specify:
who__________________________________   why__________________________________
 
	 

	Out of school programmes such as music, arts or sport operating at a high standard of achievement or participation in a performance when a Child Performance Licence has been issued
Please note: evidence is required 
	 

	An official religious observance or pilgrimage that is recognised in the United Kingdom (i.e. Eid, Hajj). 

Please specify:
event_____________________________________   
	 

	To attend a wedding or funeral of a close relative (a close family member is defined as family most directly related to the child, i.e. mother, father, brother, sister), if the Principal is satisfied that the circumstances are truly exceptional (e.g. one off occasion that is to never be repeated again). 
 
Please specify: 

who___________________________________  why__________________________________

date__________________________________   location__________________________________

	 

	Other (please provide explanation below) 
 
 



	 



The school takes seriously the attendance of children every day and therefore absence from school should only be requested in exceptional circumstances. 

If a request meets the above exceptional circumstances but falls within the following times, the Principal must be convinced that absence from school is the only option before granting authorisation: 
· The first two weeks of any academic year (applies to all pupils);
· Year Six SATs week (mid-May for pupils in year six); 
· Year One phonics screening (mid-June for pupils in year one); 
· Year Four multiplication tables check (mid-June for pupils in year four). 

	Signature of parent/carer:
	Insert signature

	Date:
	Insert date





HCFS Response to Application

	At the time of the request, your child’s attendance percentage was:
	

	The requested period of absence has been authorised
	

	
The requested period of absence has not been authorised for the following reason: 








Please note, as this request has not been authorised, continuing to proceed with this absence will place you at risk of receiving a Penalty Notice Fine.  

	

	Signed:
	Insert signature

	Date:
	Insert date
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