[bookmark: _GoBack]SOUTH LAKE PRIMARY SCHOOL LEAVE OF ABSENCE REQUEST FORM 
An absence will only be authorised if there is an exceptional reason, and absence taken without authorisation can incur a fine.  For your information, the fundamental principles for defining ‘exceptional’ are: rare, significant, unavoidable and short; and by 'unavoidable' we mean an event that could not reasonably be scheduled at another time, such as a funeral.  No work is made available for children who are absent from school.  
 
Holidays during term time will not be authorised. 
Absences must be requested two weeks before travel. School will respond within five working days. 
 
[bookmark: _Hlk124175258]Please be aware that if holidays are taken without approval, this information will be passed to our Education Welfare Officer.  Taking an unauthorised holiday is a Criminal Offence and may result, depending on the circumstances of each case, in either a Penalty Notice being issued or Prosecution in the Magistrates Court. Penalty notices are issued to each parent, per child and may be issued without further warning.
The first penalty notice issued to a parent will be charged at £80 if paid within 21 days. This will be increased to £160 if paid within 28 days.  A second penalty notice issued to the same parent in respect of the same pupil is charged at a flat rate of £160 if paid within 28 days. A third penalty notice cannot be issued to the same parent in respect of the same child within 3 years of the date of issue of the first. In a case where the national threshold is met for a third time (or subsequent times) within those 3 years, alternative action will be taken instead. 
If a penalty notice is not paid then the Parents may be prosecuted in the Magistrates Court. In some cases, a Penalty notice will not be offered at all and the matter referred immediately for Prosecution.
In the Court the penalty is a fine of up to £1000 and a Criminal Record. More information can be found on the Wokingham Borough Council website.
 Please complete this page for all holiday absences, or the following page for all other absences 
 
Pupil’s name: ………………………………………………………………….             Class: ………………… 
What is the reason for your request?



	
[image: https://www.southlakeprimary.co.uk/_site/data/files/images/auto_upload/page/6/8D3A82FC1AB35892043A43AD5E002D36.png]
	
Details of evidence you are providing to support this request (medical appointments, events, invitations and flights tickets) attached to this form.  

This can also be emailed to: attendance@southlake.wokingham.sch.uk
Absence Period from (1st day of absence). ………….……....          to (last day of absence) ………………………… 
Number of school days to be missed ………. 
Name/s of siblings and class within school if they would also be absent: 
Signature of Parent / Carer ……………………………………….. 	Date ……………………….
Name of Parent / Carer ……………………………………….. 	Date ……………………….


Request for absence for reasons other than holiday, (such as medical appointments, external exams (music or sport or entrance exams)  
Pupil’s name: ………………………………………………………………….             Class: ………………… 
What is the reason for your request? 








 Details of evidence you are providing to support this request (medical appointments, events, invitations and flights tickets) attached to this form




This can also be emailed to: attendance@southlake.wokingham.sch.uk


 



Absence Period from (1st day of absence) ……………          to (last day of absence)……………………..
Number of school days to be missed ………. 
Name/s of siblings and class within school if they would also be absent: 
 
Signature of Parent / Carer ……………………………………….. 	Date ………………………. 
Name of Parent / Carer   ……………………………………………………………………   
School use only 
Attendance academic year ……… %      Unauthorised absence ………...    %       Authorised absence  ……..   % 
 
Has there already been absence within previous 12 months?   Yes / No 
 
Leave of absence 
Approved 	 	 	 	Not approved    
 Signed   …………………………………… 	Date  …………………………. 
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