LD1    

Ref: 
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«ParentTitle» «ParentFirstName» «ParentLastName»
«AddressLine1»
«AddressLine2»
«City»
«PostCode»

Dear «ParentTitle» «ParentLastName»

Re: «ChildFirstName» «ChildLastName» - D.O.B. «ChildDOB»
       Yr «YearGroup» at «SchoolName» 

Thank you for your recent leave of absence request.

On this occasion I am not able to authorise your child’s leave of absence.

Section 444 of the Education Act 1996 states that: 

‘If a child of compulsory school age, who is a registered pupil at a school, fails to attend regularly at the school his/her parent(s) are guilty of an offence’.

If you decide to take the leave the absence will be marked as unauthorised and may result in a Penalty Notice being issued or legal action taken.   

If the request is due to a family emergency, careful consideration is required as to whether it is appropriate or in the best interest of the child to miss school for emergencies being dealt with by adult family members.  

It is essential for your child to be in school regularly to benefit fully from their educational opportunities.  Good attendance will ensure that your child can reach their full potential. To achieve this, your child needs to attend school every day.  For example, two weeks absence is equivalent to around 50 lessons missed which will never be repeated.  

We are sure you would not wish to jeopardise your child’s academic progress by taking them away at this time.

Yours sincerely,




Head Teacher

Enclosure:  copy of ‘Leave of Absence Request Form’
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