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Annex C: Request for Leave of Absence form and Penalty Notice Information

REQUEST FOR LEAVE OF ABSENCE 
Please complete this form and return it to the school office before the proposed absence. Leave of absence during term time will only be authorised in exceptional circumstances. The Headteacher will consider each request individually.

	Child’s name:
	Class / year group:

	First date of proposed absence:
	Date of return to school:

	Number of school days requested:
	Number of sessions requested:

	Reason for requesting leave (please give full details):
	



	Supporting evidence attached (if applicable):
	Yes / No

	Name(s) of parent(s)/carer(s) making this request:
	


	Signature of parent/carer:
	Date:



IMPORTANT INFORMATION FOR PARENTS/CARERS - PLEASE READ BEFORE SIGNING

Submitting this form does not mean that the absence has been authorised. You must receive confirmation from school. If leave is not authorised and your child is absent, the absence will be recorded as unauthorised.
The national threshold for considering a Penalty Notice is 10 sessions of unauthorised absence within a rolling period of 10 school weeks. For attendance purposes, a session means half a school day: the morning is one session and the afternoon is one session, so one full day of absence is recorded as two sessions. Ten sessions are usually equivalent to 5 school days. The sessions do not have to be consecutive, may include different types of unauthorised absence, and the 10-school-week period can span different terms or school years.

A Penalty Notice may be issued to each parent who has parental responsibility for the child. For a first Penalty Notice, the fine is £160 per parent, per child, reduced to £80 if paid within 21 days. A second Penalty Notice for the same child within 3 years is £160 per parent, per child, with no reduced rate. A third Penalty Notice cannot be issued for the same child within 3 years of the first; the Local Authority may instead consider prosecution.
Penalty Notices are considered on a case-by-case basis in accordance with the National Framework and Cheshire East arrangements.

I confirm that I have read and understood the information above, including the possible consequences of unauthorised absence:

	Parent/carer signature:
	Date:

	Print name:
	



FOR SCHOOL USE ONLY
	Decision: 
	Authorised / Unauthorised

	Reason / notes:
	

	Headteacher signature:
	

	Date:
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