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ST DOMINIC SAVIO CATHOLIC PRIMARY SCHOOL
APPLICATION FOR LEAVE OF ABSENCE

IN EXCEPTIONAL CIRCUMSTANCES
· Read this form carefully. Complete the request information overleaf and return to the school office.

· Applications for leave must be made in advance of the dates requested. All retrospective applications are automatically classified as unauthorised.
· Please note, that in most cases, requests for leave are unauthorised. The Headteacher is the only person who can authorise absence and their decision is final. The decision cannot be appealed.
Parents have a legal duty to make sure their child (aged 5 to 16) attends school regularly. 

With effect from 19th August 2024 the Department for Education changed the rules about term-time leave of absence and family holidays in new statutory guidance ’Working Together to Improve School Attendance.’
The headteacher will not grant any leave of absence during term time unless they consider there to be "exceptional circumstances" for doing so. No family holidays during term time will be authorised. Leave is also not granted during the examinations period.
If leave is granted, the headteacher will determine the number of days a child can be away from school. Leave that is granted is because of the enhancement of the child’s curriculum, e.g. sport, music exams.
If the application is refused by the headteacher and the child is taken out of school, or if the leave is extended for more time than was agreed, then this is recorded as an unauthorised absence. If a child is absent for 20 days unauthorised, then they can be taken off the school roll.

Attendance, including lateness, is monitored through the local authority by the Education Welfare Service (EWS).

Please be aware that an unauthorised absence of 5 days or more is a Criminal Offence and may result, depending on the circumstances, in either a Penalty Notice being issued or Prosecution in the Magistrates Court. 

A Penalty Notice may be issued without further warning. Payment of a first Penalty Notice within 21 Days is £80 or £160 within 28 days . Penalty Notices are issued to each parent, per child. 
If a second penalty notice is issued to the same parent in respect of the same pupil, the parent must pay £160 if paid within 28 days.

A third offence within a three-year period may result in immediate referral by the EWS to the Magistrates Court.
In addition, if a penalty notice is not paid 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.

Referrals to the Magistrates Court may result in a fine of up to £1000 and a Criminal Record.

More information can be found on the Wokingham Borough Council website or from the Education Welfare Service.

Our school’s clear message is “every lesson counts, every minute counts.”
ST DOMINIC SAVIO CATHOLIC PRIMARY SCHOOL

REQUEST FOR LEAVE OF ABSENCE 

	Name of pupil(s)
	Year & Class
	Date of birth

	
	
	

	
	
	

	
	
	

	
	
	


	Name and address of each adult with parental responsibility 



	Dates of National tests
	Year 6 SATs w/c 10th May 2026
Year 1 Phonics Screening Check w/c 14th June 2027
Year 2 SATs May/June 2027
Year 4 Multiplication Checks 8th – 18th June 2027



	Date of first day of leave
	

	Date of last day of leave
	

	Number of school days missed
	

	Name of adult(s) accompanying pupil(s)

	Relationship to pupil:



	Reason for the request (Please continue on a separate sheet if necessary)
Signature:   
Signature:                                                                                                 Date:



HEADTEACHER DECISION
	UNAUTHORISED


	(

	AUTHORISED


	(

	Date of decision:


	

	Headteacher signature


	

	Register code


	


