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Leave of Absence Request Form

Please note that school does not authorise holidays taken during term time unless in ‘exceptional circumstances’. 

School considers every request for leave in relation to the individual pupil’s attendance and educational attainment.  Regular attendance is an important factor in your child’s performance at school.  Please think carefully before deciding to request leave of absence. Should you decide to take your child/ren out of school during term time, then the absence will be recorded as ‘unauthorised in line with DfE Guidance: Working together to improve attendance and our school attendance policy
Please be aware this school has adopted the use of Penalty Notice fines for unauthorised absence and unauthorised family holidays in term time.  If the absence is unauthorised and you decide to go ahead with the holiday then a Penalty Notice will be issued. 
Penalty Notice fines are £80 to be paid within 21 days, rising to £160 if paid after 21 days but within 28 days, after this time the fine is withdrawn. You are then at risk of prosecution for the original offence of failing to secure regular attendance at school (Section 4441 of the Education Act 1996). This offence carries a maximum fine of £1000. 

If a second Penalty Notice is issued to the same parent for the same child within a rolling 3 year period the fine will be £160 with no option to pay the lower rate of £80. 
A limit of 2 Penalty Notices can be issued to the same parent for the same child within a rolling 3 year period. 
At the 3rd or subsequent offence, the Local Authority will consider a prosecution or other Attendance Legal Intervention.

Penalty Notice fines are issued per parent per child
Definition of a Parent

The legislative provisions relating to non-attendance apply to all parents who fall within the definition set out in section 576 of the Education Act 1996. This defines a parent as:All Natural parents, whether they are married or not. 

Any person who, although they are not a natural parent, has parental responsibility (as defined in the Children Act 1989) for a child or young person.

Any person who, although they are not a natural parent, has care of a child or young person – having care of a child or young person means that a person with whom the child lives and who looks after the child, irrespective of what their relationship is with the child – is considered to be a parent in education law for these purposes.
Leave of Absence Request Form

	Name:


	
	Class:
	

	Address


	
	Date of Birth
	

	Leave of Absence Requested


	From:
	
	To:
	

	Number of Days
	

	Reason For Request


	

	Name of Parent/Carer

	
	Signature &
Date
	


This is an example of the number of lessons your child will miss.  Remember these lessons will not be repeated.
1 days absence = 5 lessons missed

3 days absence = 15 lessons missed

1 weeks absence = 25 lessons missed 

2 weeks absence = 50 lessons missed

​​​​​​​​​​​​​​​​​

For School Use (to be kept on file and information noted on Arbor):

	


Attendance % 

(10 days absence will result in an attendance level below 95% that is assuming that there are no other absences.)

	No. of days


Previous Holiday Leave this Academic Year   Yes / No 

Meeting with parent/carer completed            Yes / No

Request authorised                                         Yes / No

Minutes/Notes of Meeting

	Please also note any mitigating circumstances for the family if applicable



LS/Teams/TSA Attendance2024-25/Appendix 11 Leave of Absence Request Form

