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Application for exceptional leave of absence during term time

	Name of child (ren): 
Year group:
Address:
Leave of absence request from:                                                               To:
Number of days absent from school:
Expected date of return to school:
Current attendance percentage at time of request:
Name and year group of sibling/s:
School/s attended:
Reason for term time leave request:
………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………….……..
…………………………………………………………………………………………………………………………..….
………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………
Details of travel arrangements:
………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………
Request made by:

Name of parent / carer:
Telephone number:
Email address:
Signature:
Date:
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	Name of child/ren:
Year group: 
Date and time request discussed with school:
Parent/carer attended school meeting to discuss request: Yes / No (please circle)
Have travel details been obtained if travel is abroad: Yes / No (please circle)
Has governmental foreign travel guidance been shared if travel is abroad: Yes / No (please circle)
Meeting discussion information:
……………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………..
Has the request for term time leave been authorised: Yes / No (please circle)
Please state reason for decision:
……………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………..
Date which parent/carer was provided with decision in writing: 

Staff member print name 
Staff member signature:
Date: 




Exceptional leave of absence guidance for parents and carers:
Parents and carers have a legal duty to ensure that their children of compulsory school age receive a suitable full-time education through regular attendance at school or otherwise (e.g. elective home education) (Section 7 Education Act 1996). If a child of compulsory school age fails to attend regularly at the school/academy they are registered at, the parent/carer will be guilty of an offence (Section 444(1) Education Act 1996). 
All applications must be made in writing by parent/carer in advance of leave taking place.  and must be received in advance of the absence occurring to allow for administering the request.
The Headteacher will not authorise any leave of absence request during term time unless there are exceptional circumstances which have been agreed by the Headteacher. In the event of there being exceptional circumstances, parents/carers will be expected to provide written evidence to support this alongside requesting full details of outward and return travel e.g. flight tickets/other supporting documentation. 
The outcome of all applications for exceptional leave of absence during term time will be provided in writing to parents and carers. 
All unauthorised leave of absence that amounts to 10 missed sessions within a 10-week rolling period, (5 school days) or more, will be subject to the issuance of a penalty notice by the Local Authority. The penalty notice is £160 per parent, per child. The penalty notice is payable within 28 days, with a reduction to £80 per parent, per child if paid within 21 days.  Example penalty notice information below:
· A two-parent family with 4 children will be fined £1280 in the first instance payable within 28 days, with a reduction to £640 if paid within 21 days.
· A one parent family with 2 children will be fined £320 in the first instance, payable within 28 days, with a reduction to £160 if paid within 21 days.
· A two-parent family with 3 children will be fined £960 in the first instance, payable within 28 days, with a reduction to £480 if paid within 21 days.
Penalty notice fines must be paid in full to the Local Authority within 28 days (21 days for the reduced rate) or parents face the risk of prosecution.
Please note: if a second penalty notice is issued within a 3-year rolling period, the rate is a flat rate of £160 per parent per child payable within 28 days. There is no option to pay at the reduced rate.
Further note: if there is a third offence within the above mentioned 3-year rolling period, parents may face prosecution in a court of law.
In accordance with Department for Education guidance – Working Together to Improve School Attendance 2024, please note:
[bookmark: _GoBack]Should a child be absent for 20 or more school days, they will be reported to the Local Authority as a Child Missing in Education.
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