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PLEASE NOTE THE FOLLOWING BEFORE COMPLETING THIS FORM:

You will be aware that the Department of Education made important changes to the law for families wanting to request leave of absence in term time. 
The changes to the law are introduced through the Education (Penalty Notices) (England) (Amendment) Regulations 2024 and will come into effect from 19 August 2024. This means that any unauthorised leave taken after this date, will be dealt with under the new Regulations. 

The changes to the regulations are significant so it is important you understand them and can consider the consequences before taking leave in term time.
Headteachers cannot authorise any leave of absence unless the request is received before the period of absence begins and the leave is an exceptional circumstance.
Parents are strongly advised not to finalise any booking arrangements before receiving the school’s decision regarding their request. 
As a school we are obliged to inform you that you may be subject to a Penalty Notice if your child’s absence from school is unauthorised.  This is in line with Stoke-on-Trent City Council’s Code of Conduct and the “Working Together to Improve School attendance” statutory guidance (effective 19th August 2024, updated July 2026). 
The penalties for unauthorised leave of absence in term time are:
First Offence 
The first time a Penalty Notice is issued for Irregular Attendance or leave in Term Time the amount will be £160 per parent, per child when paid within 28 days. This is reduced to £80 per parent if paid within 21 days. 
Second Offence  (Within 3 Years) 
The second time a Penalty Notice is issued for Irregular Attendance or leave in Term Time within a rolling three year period the amount will be £160 per parent, per child when paid within 28 days with no early payment discount.
Third Offence  (Within 3 years) 
Fines are capped at a maximum of two penalty notices per parent, per child, in any three year timeframe. The third time a Penalty Notice is issued for leave in Term Time or irregular attendance, the case will be presented to the Magistrates Court, which can result in prosecution and fines of up to £2500.00. 
Note: Cases found guilty in Magistrates Court can show on Parents future DBS certificates as a ‘Failure to safeguard a child’s education’.   
Please note that the term after your child is 5 years old you may receive a Penalty Notice (fine) for a Leave of Absence in term time (5 days unauthorised absence in a 10 week period), and we strongly discourage children from taking time off in term as it may contribute towards absence that would be referred for a Penalty Notice.
Please return this form even if you believe your request will be unauthorised so we have a record of request and if your child will be out of school on the dates indicated

To be completed by Parent/Carer:
	Child/ren’s name:
	


	Date of birth
	
	Class
	

	Home Address:
	



	First day of absence
	
	Last day of absence
	
	Date back in school
	
	No of school days absent
	

	Exceptional reason for absence
	




	Name of Parent
	


	Mobile Number
	
	Email address
	

	Signature of parent
	




To be completed by Attendance Lead:
	Date Form Received
	

	Current Attendance:
	



	Last Year’s Attendance:
	

	Exception Reason Accepted
	YES   /    NO

	Name and Signature
	

	Date Parent Informed
	



Reason for Refusal by School

	Reasons given do not match the Government criteria (e.g. term time holiday)
	
	Attendance is too low
	

	If religious circumstances – time requested is more than the Stoke allocation
	
	Evidence to support application is not provided
	

	Other 
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