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Grange Moor Primary School 

Liley Lane, Grange Moor, Wakefield WF4 4EW
Telephone (01924) 840748
Headteacher: Mr. M. Rodgers

www.grangemoorps.co.uk

office@grangemoorps.co.uk             head@grangemoorps.co.uk
Request for leave during term time
(One form to completed per child)

I am requesting to take my child:

Name







Date of birth

Address

Class

For the period from (inclusive date)

 


To (inclusive date)

Total number of school days:

The reason for requesting the term time leave is:

(Insert text)

Are there any siblings of compulsory school age   Yes / No

If, so please complete full names below (a separate request form is still required for any siblings at Grange Moor Primary School)

Child(ren)’s full name





School(s) attending

1

2

3


Guidance Notes for Parents requesting Leave in Term Time

1. Parents who want the school to consider granting leave of absence in school term time should read these notes carefully, complete the request form and return it to school. This form should be returned no later than two weeks before the requested period of absence to give time for consideration. Parents are strongly advised not to finalise any booking arrangements before receiving the school’s decision regarding their request. Retrospective leave will not be authorised under any circumstances.

2. The Department for Education makes it clear that head teachers may not grant any leave of absence during term time unless there are exceptional circumstances. Head teachers now also determine the number of school days a child can be away from school if the leave is granted.

3. There is no automatic right to any leave in term time.

4. Where Parents have more than one child in school, separate requests must be made for each child.

5. Should the circumstances be agreed to be exceptional and leave is granted but the child does not return to school on the date expected and no information is available to school to justify the continuing absence this absence will be recorded as unauthorised.

6. Only leave in exceptional circumstances will be granted, all other leave will be unauthorised, should you receive confirmation your leave request has not been granted and you decide to go ahead with the planned absence, the absence will be marked in the register as unauthorised leave which will then be subject to a Penalty notice being issued by Kirklees Council carrying a fine of £60.00 per parent (the DfE defines parents as those will day to day responsibility of the child). The fine will increase to £120.00 if note paid within 21 days, failure to pay the £120.00 fine within the period 22 to 28 days may lead to court proceedings.

7. The Local Authority will continue to monitor all school absences during term time and support head teachers in challenging parents who ignore the law.

8. Any disagreement between estranged parents should be resolved prior to submitting this request to your child’s school as both could be issued a penalty notice.
Declaration:
I have read the guidance notes for parents above and understand I/We may receive a penalty notice if my/our child receives unauthorised school absence as a result of this request. Please note the school day is divided into 2 registration periods, for example if your child is absent for one day this equals 2 sessions and five day absence equals 10 sessions.

Signature of Parent 1 _________________________Print full name ___________________

Signature of Parent 2 _________________________Print full name ___________________

Date ________________

Please return completed form to the school office or email to office@grangemoorps.co.uk. The school will write to you of the decision on whether the request is authorised of not.

To be completed by Grange Moor Primary School on receipt of request

	Current Attendance this academic year
	%

	Last academic year’s attendance
	%

	Number of School sessions taken as leave during term time this academic year to date
	

	Leave authorised or unauthorised
	

	Date and method Parent notified of decision
	


