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Request for leave during term time
For the attention of the Headteacher

[bookmark: _Hlk128481994][bookmark: _GoBack]The default position of the school is that requests for absences will not be granted during term time and will only be authorised in exceptional circumstances.  If an event can reasonably be scheduled outside of term time then it would not be normal to authorise absence. Absence during term time for holidays is therefore not considered an exceptional circumstance. The fundamental principles for defining ‘exceptional’ are rare, significant, unavoidable and short. This form is to be completed by the Parent or Guardian and forwarded to the school office at least 3 weeks prior to the absence from school.


	Parent/Guardian Name and Address 
	Guidance 

	






	· The law states that we are unable to authorise requests for holiday during term time.  
· If leave is taken without the authority of the Headteacher then consideration will be given to issue a Fixed Penalty Notice in accordance with London Borough of Croydon Code of Fixed Penalty Notices.
· A Fixed penalty notice will be issued to each parent for each child taken out of school. A penalty notice is a fine of £80 which increases to £160, if not paid within the first 21 days. If the penalty notice remains unpaid, this will result in further legal proceedings.
Leave will only be granted for very exceptional circumstances.   

	How to use this form
	

	· Use for all absences other than sickness. 
· Return form to school in advance of requested absence otherwise the absence will automatically be unauthorised. 
Use a separate form for each child and each absence.
	

	PARENT/GUARDIAN TO COMPLETE THIS SECTION

	Name of Child: 
 
	Class: 

	Is this the first request for absence this academic year?                          YES             /             NO 

	Dates of absence requested: 
Start date:                      End date: 
	No. of school days requested: 

	Reason for absence: 


	Please provide the names of all siblings that attend any other schools 

Name of Sibling  	 	 	 	                       Name of School 
___________________________________                  ________________________________  
___________________________________                  ________________________________  
___________________________________                  ________________________________  ___________________________________                  ________________________________  


	Contact details whilst abroad/absent from school 
If your child is being taken out of school during the term time and the details of their location is not provided, this could turn into a serious safeguarding issue. When a child is absent or missing from school, they could be at risk of harm. The school has a duty to keep children safe and this includes knowing where they are.  If the Parent/Carer fails to provide required information then the school may make a referral to the Police or Social Services and report your child as ‘missing in education’. 
 
Address whilst away: __________________________________________________________________ 
__________________________________________________________________________________ 
 
Telephone number whilst away: _______________________________________________________ 
 
Email address whilst away____________________________________________________________

Please attach proof of where you will be whilst away, including flight details. 
 
I make application for my child named over the page to have authorised absence from school.  I understand that if this is not agreed then any subsequent absence will be treated as unauthorised and this could lead to a penalty notice or a summons to court for irregular school attendance.


	I have read and understood the guidance above. 

Parent* 1: Title ______ Full Name _________________________Tel: ___________________

Relationship to child: ________________ Signature: ________________________ Date: ____________

Parent* 2: Title ______ Full Name _________________________Tel: ____________________

Relationship to child: ________________ Signature: ________________________ Date: ____________

*This is defined as any adult with legal parental responsibility for a child.

	SCHOOL OFFICE TO COMPLETE THIS SECTION

	Pupil’s name ______________________________________________  Class _________________

Authorised: Your request has been authorised for the following dates: ________ to ___________

Unauthorised:  Your request has been unauthorised for the following dates: _______ to ___________

It is not considered that the circumstances you described are exceptional.  If you proceed to take the absence, a Penalty Notice could be issued.

Child’s Current Attendance               %

Comment:__________________________________________________________________________________________________________________________________________________________

Signed ____________________________________ Headteacher       Date ____________________






Don’t Forget: 
 If you take your child out of school without permission you are committing an offence under the Education Act 1996. We may refer the matter to the Education Welfare Service who may decide to prosecute. A conviction could lead to a fine, prison sentence or both. 
 Every day absent from school is an opportunity missed and we strongly advise that you do not take students out of school during term time. 
 There are only 190 statutory school days which leaves 175 days for holidays, etc. 
 Taking students out during term time means that students will miss out on crucial learning. 
 A two-week absence taken during term time is over 50 lessons your child will miss. 
 Your child will fall behind with their work, having time off school puts pressure for them to catch up. 
 Statistical evidence suggests that reduced attendance at school correlates with lower grades in National examinations. Please note, we are legally bound to monitor the attendance of all children and report low attendance or patterns of non-attendance to the Local Educational Authority. 

OUR AIM IS TO IMPROVE CHILDREN’S SCHOOL ATTENDANCE AND MAKE SURE THE CHILDREN GET THE BEST CHANCE IN EDUCATION.
____________________________________________________________________________________
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