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Exceptional Leave of Absence Request Form 
 

This form should be returned via email to: adminpri@wigmore.hereford.sch.uk 
 

Please ensure that this form is completed six weeks advance to request leave of absence for your child/children. 
 
In line with government and the school’s own Attendance Policy, school can only authorise exceptional 
circumstances. 
 

Name of child/children:  
 
 

Dates of leave requested 
(to/from): 

 
 
 

Reason for absence (and 
the exceptional 
circumstances): 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
I will be able to provide evidence for this if requested. 
 
f you take your child out of school and the absence is not agreed by the school, this will be recorded as unauthorised 
absence. The school will then notify Herefordshire Council and you may face a Fixed Penalty Notice and/or other legal 
action. 
 

Signed (Parent/Carer):  
 

Print Name:  
 

Date:  
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