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Request for leave of absence from school during term time
This should be completed before booking any travel arrangements
To be completed by the Parent/Guardian
Pupil’s Name__________________________________________     Class ________________         
Address_______________________________________________________________________
Ethnicity___________________________________   Date of birth________________________
Date of absence   From ____ /____ /202___     To___ /_____ /202___   No. of school days _____
Reason for application___________________________________________________________
  _____________________________________________________________________________ 
If leave is to be authorised, the following must be completed and proof attached – tickets, booking confirmation etc, 
Leave will not be considered if this is not provided.

Travelling abroad?   Yes/No*   Country______________________ Return date: ____/____/_____

1st Parent/Guardian details                                     2nd Parent/Guardian details                              
First name___________________________            First name___________________________
Surname____________________________            Surname ____________________________
Address____________________________             Address_____________________________
 __________________________________             _____________________________________
Telephone__________________________            Telephone_____________________________

I have read the schools leave of absence policy document
Parent/Guardian signature_____________________________________ Date________________
Name_________________________________________________________________________
For schools use only
Current attendance   _____________ No of term days requested ________
Previous term time leave, dates and number of days taken _____________________________
Agreed/Not agreed* Date of letter/email confirming the decision sent to parent_____________
Reasons______________________________________________________________________


The government’s statutory guidance “Working Together to improve school attendance” comes into effect from 19th August 2024 and will include the following changes: 
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Per Parent/Per Child Penalty Notices 
Penalty Notices for absences will be issued per child, per parent. This means that if multiple siblings are absent during term time and the absences are unauthorised by the school, each parent will receive a separate fine for each child’s absence. Penalty Notices will be issued by the local authority, and the payment will be made directly to them. This is dealt with by the local authority’s Attendance Support Team (previously known as Education Welfare Service). 

First Offence Penalties 
The first penalty notice issued to each parent in respect of a particular pupil will be charged at £160.00 if paid within 28 days. This will be reduced to £80 per parent if paid within 21 days. 

Second Offence (within 3 years) 
A second penalty notice issued to the same parent in respect of the same pupil is charged at a flat rate of £160.00 per parent if paid within 28 days.
 
Third Offence and any further offences (within 3 years) 
A third penalty notice cannot be issued to the same parent in respect of the same child within 3 years of the date of issue of the first penalty notice. In a case where the national threshold is met for a third time (or subsequent times) within those 3 years, alternative action will be taken instead. This will often include considering prosecution but may include other tools such as one of the other attendance legal interventions. 

10 Sessions (5 days) of Unauthorised Absence in a 10-week period 
Penalty Notice Fines will be considered when there have been 10 sessions (which is the same as 5 days) of unauthorised absence in a 10-week period. 
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