
 

 20/2/26 

Secondary School Planned Absence Note (up to four days) 
 

 
Please complete and return to the Office for each planned absence of up to four days.  

 
This completed form must include original signatures of both the parent and relevant Head of Faculty. 
 
For travel leave of five days or more, parents should complete and submit, prior to intended leave, an 
Application for Extended Leave - Travel. 

 

Student name:   Year group:   
 

Date/s of absence:    to    
 

Type of absence:   □ Full day □ Part day – my child will be arriving/leaving school at:   
 

Reason for absence: □ Appointment □ Medical □ Family holiday  

 □ Other:   
 

□  I am aware this absence will count towards my child’s absences from school and could impact on their 
learning. 

□  I confirm this absence could not take place outside of term time. 

□  I have checked the relevant assessment task calendar for the period the absence is planned for, and: 

□ my child will not miss any assessment tasks (write “nil” in the table below).   OR 

□ my child will miss the following assessment tasks. We have contacted the relevant Head of Faculty, 
and the tasks have been rescheduled as below (please obtain the relevant signatures). 

A 
Subject 

B 
Name of Assessment Task 

C 
Original Due Date 

D 
Revised Due Date  

E 
Head of Faculty Signature 
(original signature required) 

     

     

     

     
 

Head of Faculty:  

English  Mrs Louise Gardner TAS Mr Nicholas Williams 
Mathematics Mr Tyson Churcher HSIE Mr Nicholas Hales 
Science  Mrs Kath Berry Languages  Mrs Kath Berry 
PDHPE Mrs Georgia Carnell Creative Arts Mrs Nicole Conway 

 

 
Parent name:   
 
Parent signature:   Date:   
 
Approved by:   Date:  

     Head of Secondary School / Deputy Principal  

Office use only: □ Edumate noted Date:      
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