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Ivy Lane, Chippenham,
Wiltshire, SN15 1HE.
www.ivylane.wilts.sch.uk
Telephone: (01249) 652556
Email: admin@ivylane.wilts.sch.uk

Headteacher: Mrs Helen Lammin (BSc Hons QTS)
Dear Parents/Carers 								         September 2025

Re: Absence Request

[bookmark: _GoBack]Please complete this form if you are aware in advance that your child(ren) will not be attending school.  This form ensures:
1. We can account for the safety and welfare of all our pupils every school day
1. Phone calls and time are not wasted in finding out if children are safe and the reasons for absence
1. The school can correctly record absence as either authorised or unauthorised (All absence without a reason is automatically recorded as unauthorised.)

	Name of Child(ren)


	



	Date(s) of Birth

	

	Class(es)

	

	Date(s) absent from school

	

	Reason for absence 
(For a wedding or funeral service, please specify family member relationship & location)

 


and  relationship to child, location and actual date of service)


	




	Siblings at other schools
	Yes
	No
	Name school(s)



Parents/Carers Signature: _______________________________     Date: ________________________

Please see attached sheets for information.

Yours sincerely,

Helen Lammin
Headteacher 

For school use only:
	Current Academic Year Attendance %
	
	Absence Type for dates above:

	Total unauthorised sessions
	
	Authorised
	Unauthorised

	Total authorised sessions
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