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Request for absence during term time 
 
Child’s name  ………………………………………….. Class ……………….. 
 
 
Requested period of absence: from  ..………..…to …………...……...inclusive. 
 
Dear Mrs Willemse 
 
I would like to take my child out of school for the following reason: 
 
…………………………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………………………… 
 
It is not possible for this activity to take place during the school holidays because: 
 
…………………………………………………………………………………………………………………… 
 
……………………………………………………………………………………………………………………. 
 
I understand that if this request is refused and I still keep my child away from school I may receive a 
Penalty Notice from Surrey County Council of £60 per parent, per child. 
 
Signed  …………………………………………………  Date  ………………………………… 
 

 
For Office Use                                   Attendance percentage to date   ………………. 
 
Dear……………………………………………… 
 
I give permission for you to take  ……………………………………………..out of school  
 
From …………….……………… until  ……………………………………………inclusive. 
 
I do not give permission for you to take ………………..……………………….out of school as 
unfortunately we are unable to authorise holidays during term time in accordance with our absence 
policy. The reasons given are not considered ‘exceptional’. 
 
 
Signed  ________________________    Date  __________________________ 
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