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TERM-TIME ABSENCE REQUEST

Please complete all the information below and return to school for approval.  See overleaf for school policy information


NAME OF CHILD:   _____________________________________	CLASS:  _______________

DATE OF BIRTH:    _________________________________

NAME OF PARENT/GUARDIAN:  _________________________________________________

ADDRESS:   __________________________________________________________________

_________________________________________________   POST CODE:  _______________

TELEPHONE NUMBER:  _________________________________________________________

REASON FOR ABSENCE:  ________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

LAST DAY & DATE IN SCHOOL:  ___________________________________________________

DATE RETURNING TO SCHOOL:  __________________________________________________

TOTAL NUMBER OF DAYS OFF SCHOOL:  ___________________________________________

Name:  ________________________________	TEL:  ______________________________
 
SIGNED   _______________________________	DATE _____________________________
[bookmark: _GoBack]		(Parent/Guardian) Type name above rather than signing if emailing request









TERM-TIME ABSENCE REQUEST


If you wish to take your child out of school during term-time, you need to make a request in writing for this from the Head Teacher. Please ask for a request form from the office or download one from our website. You need to complete and return this to school at least 4 weeks before the start of the planned absence. The Head Teacher will respond in writing, either agreeing or denying your request. 

Absences from school will only be authorised in EXCEPTIONAL CIRCUMSTANCES.

Please also note that any absences requested when your child is in Year 2 or 6 will NOT be granted due to national tests being taken in these years.

Any absence taken without prior agreement will be treated as unauthorised absence. If you have a period of approved absence but your child does not return to school on the agreed date, all further days taken will also be treated as unauthorised absence.

The school’s attendance policy makes it clear that holidays during term time will not be authorised. If a holiday is taken during term-time which has not been authorised, a Penalty Notice may be issued.

If you do not request permission for a holiday, or you take your child out of school when permission has been denied, the school will arrange for a Penalty Notice to be issued against you. You will receive notification from Wakefield Council in due course.

The Penalty Notice will be issued to each parent of each child. Each Penalty Notice will be for £60.00 per parent, per child if it is paid within 21 days. It will increase to £120.00 per parent, per child if paid after 21 days but within 42 days.

Failure to pay the Penalty Notice could result in Wakefield Children & Young People Service starting legal proceedings against you for the offence of not ensuring your child’s attendance at school.
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