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APPLICATION BY PARENT/CARER FOR CHILD’S LEAVE OF ABSENCE FROM SCHOOL DURING TERM TIME
Please be advised the Department for Education has advised schools to only authorise leave of absence in exceptional circumstances hence school will not approve any absence in term time, except in such circumstances.  Please complete this form and return to the school at least 14 days before the date you wish to remove your child from school.

Pupil Name…………………………………………………Tutor Group…………….………………………………………………….
First day of absence…………………………………..……..Date of return to school…………………………….

Total number of days missed……………………………

Reason for absence………………………………………………………………………......................................................

..………………………………………………………………………………………………..............................................................

………………………………………………………………………………………………………………………………………….…………………………………………………………………………………………………..

Please be aware that if holidays are taken without approval, this information will be passed to our Education Welfare Officer and a Penalty Notice may be issued without further warning.  Payment of a Penalty Notice within 21 days is £60, between 22 and 28 days is £120.  Penalty notices are issued to each parent per child.  More details at: www.wokingham.gov.uk/penaltynotices or from the Education Welfare Service.  Failure to pay the fine will result in the matter being taken to court.

Name of parent/carer making application…………………………………………………………………………….

Signed……………………………………………………….Dated………………………………………………………………..

(School use only)      

Pupil Name…………………………………………………..Tutor Group…………………….

Your request for leave of absence has been considered and has/has not been approved.

Signed………………………………………………………..Dated………………………….

Name…………………………………………………
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