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Dear Parent
REQUEST FOR ABSENCE FROM SCHOOL
HOLIDAY / EXTENDED LEAVE

At Lancaster Girls' Grammar School, we hope that parents will support us in trying to achieve the highest standards in all that we do, including academic achievement, uniform, punctuality and full attendance.  There is a strong correlation between under-achievement and term time absence.  A pupil's absence during term time can seriously disrupt their continuity of learning.

Schools do not have to agree to absence for a holiday.  Headteachers have the power to grant authorisation but this is discretionary and granted only in exceptional circumstances.  If parents take their child out of school when the absence is not agreed by school, it is shown as an UNAUTHORISED ABSENCE.
LGGS' policy is not to grant leave of absence for pupils following external examination courses, i.e. in Years 10 and 11 as well as Sixth Form.  We will also not authorise absence if:

· a pupil's attendance over the year is less than 90%

· the pupil is behind with their work

Any Request for Absence forms must be returned to the Headteacher at least ten days before the intended absence.

Yours sincerely

Jackie Cahalin
Headteacher

[image: image2.jpg]




[image: image3.emf]
LANCASTER GIRLS’ GRAMMAR SCHOOL

REQUEST FOR ABSENCE FROM SCHOOL
HOLIDAY/EXTENDED LEAVE
	PARENTS’ SECTION:
	Surname of Child:
	
	First Name:
	


	Date of Birth:
	
	Year Group:
	


	Surname of Parent/Carer:
	
	First Name:
	


	Relationship to Child:
	


	Home Address:
	

	Post Code:
	
	Telephone Number:
	


	Reason for Request:

(If this is a holiday, please explain why this is an unavoidable holiday)
	


	Length of Absence:
	
	Destination:
	


(number of school days)

	Date of Departure:
	
	Date due back in school:
	


	Emergency UK telephone contact

name and number:
	


	Parent/carer’s signature:


	


	SCHOOL SECTION:
	Date application received:
	
	UPN:
	


	Date of meeting with parent/s:
	
	


where applicable)
	Headteacher’s signature:
	
	Extended leave approved?
	Yes
	
	No
	


	Reasons for decision:
	


(Please note that if leave is not approved and the pupil is taken out of school, this is an unauthorised absence.
�





Headteacher  Mrs Jackie Cahalin  BA  NPQH      Deputy Headteachers  Miss Sarah Bellin BEd, Mrs Gill Jackson  BA  NPQH





Lancaster Girls’ Grammar School, Regent Street, Lancaster, LA1 1SF  T 01524 32010   F 01524 846220  E lggs@lggs.lancs.sch.uk  W  www.lggs.org.uk  Co Reg No:  7441463
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