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	Appendix 2Absence Request Form
Important - Please ensure you read the information on reverse before requesting leave


	Absence Information

	Name of child/ren
	
	Class:
	

	
	
	Class:
	

	
	
	Class:
	

	Inclusive Dates of  absence:  
	From:
	
	To:
	

	Exceptional Reason for Absence: 

	











	(You must submit requests for planned absences at least two weeks prior to the first day of absence.)

	Signed (parent/guardian): 
	
	Date: 
	

	

	When deciding whether to allow term time leave, for any reason, the school will consider:
· The specific nature of the request
· The time and duration of the leave
· Your child’s record of attendance
· The learning that will be missed
IMPORTANT INFORMATION FOR PARENTS/CARERS:
· There is no automatic right to absence for a family holiday. Authorisation of absence requests will depend on whether the application meets the LA ‘Exceptional Circumstances’ criteria.
· Authorisation during, and leading up to, examination periods (e.g. SATs) and in the first term of any new school placement (or academic year) will not be granted. Requests for extended leave will not be authorised, if a similar request was authorised (or extended leave was taken) during the previous academic year. 
· Parents whose children are on a school register have a duty to ensure that their children attend regularly and if they fail to do so they may be guilty of an offence under the Education Act, 1993.
· If the school refuses your request and the child is still taken out of school, this will be recorded as an unauthorised absence.  This may result in a penalty notice being issued or legal action taken for poor attendance, as detailed on reverse.

	For school use only

	
Current attendance percentage:
	
	More than 98%
	Excellent 

	
	
	96% to 98%
	Good 

	
	
	92% to 95%
	Below average attendance

	
	
	Less than 92%
	Unsatisfactory

	Attendance history:
	Year:
	Year:
	Year:

	
	|_|
	SATs year?
	
	

	
	|_|
	Holiday request? 
	
	

	Decision

	
	|_|
	Authorised

	
	|_|
	Unauthorised

	Comments:

	

	Signed:
	
	Date: 
	




[image: ]


Milverton School is committed to safeguarding and promoting the welfare of our pupils and expects all staff to share this commitment
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Supporting Good School Attendance

Information about Penalty Notices for
Unauthorised Absence from School

&)

Following the introduction of the new National Framework for Penaity Nofices,
the following changes wil come ino force for Penaity Notices issued for
unauthorised absences recorded after 19 August 2024.

“This informaion refers to penalty notices that are considered for both ireguiar
attendance and unauthorised term-time leave.

‘What s a Penalty. Who can be a Penatty be Issued to?

(=g Penalty Notices can be issued to each parent or
Apenaty notice s a fixed  carer of each chld whose unathorised absence

penalty fine issued to ‘meets the national threshold.

parent 3530 1emae iy ccampe, in famiy i wo parentsana
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absence. leave, each parent could receive a penalty notice

for each child resuiting in sx penalty nofices being
issued

‘The National Threshold

Schools are required to consider whether a penalty notice is appropriate when
a child reaches 10 sessions of unauthorised absence within a roling 10 school
week period.

‘Absences do not have to be consecutive and can be a combination of any.
unauthorised absence codes (G, O, N or U).

The rolling ten school week period can span terms, school years and schools.

‘The First Offence. ‘The Second Offence
The first tme a parent s issued with a 112 parent s issued with a
penaity notice in relation to a child's second penalty notice within
absence, they will be able to pay the three years the amount payable

reduced amount of £80 f they pay within  will be £160 within 28 days.

dc2 “The reduced amount will not be
Afler21 days, the full amount of £160's  available.
payable within 28 days.

Further Offences

Aparent cannot be issued with more than two penalty nofices in refation to
‘each child within a three-year period. Where this threshold is met and further
‘offences occur, the Local Authority wil consider other measures to address.

aftendance concerms.

‘This may include prosecution, which could resultin a fine of up to £2,500 and
the parent having a criminal record. I rare cases, parents may receive a
custodial sentence. If convicted, the offence will also show on any future DBS

checks

Appealing a Penalty Notice Not Paying a Penalty.

There s no statutory right for parents o appeal  NCU°®

penalty notices for unauthorised school Ifa penaltynotice is not

absence. paid wihin the payment
period, Somerset Council

1fa parent believes a penalty nofie has been 100, Somerset Councy

issues in error,they should contact thei child's
school as quickly as possibl. If an error has

been made, the school may requesta
withdrawal.

The Law

Penalty notices are issued i line with
‘Section 444 of the Education Act 1996

when a parent has failed to ensre their
child’s reguiar atfendance at school.

Penalty nofices can only be issued
when;

+ achid's absence meets the national
threshold

v issuing a penatty nofice is compliant
with the Code of Conduct
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forfaiing to ensure their
child's regular attendance at
school.

The Code of Conduct

Every local authority has a Penalty
Notice Code of Conduct that
outines how, and when, i wil issue
penalty notices refating to
unauthorised school absence.

‘Somerset's Code of Conduct is
avalable online and describes the.
circumstances when issuing a
penalty nolice is appropriate.

Penalty notices wil only be issued
nline with the Code of Conduct.

> Somerset Council Penalty Notice Code of Conduct

> The Education Act 1996
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