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REQUESTS FOR LEAVE OF ABSENCE DURING TERM-TIME

EVERY SCHOOL DAY COUNTS

There are 365 days in a calendar year. Your child is expected to attend school on 190 days – leaving 175 days for holidays, treats, special events and routine appointments. 
Regular attendance in school is essential if your child is going to get the best possible start in life that we can give them. Any absence from school disrupts a child’s learning. In addition, children returning from a term time absence generally require additional time from teachers to catch up on the teaching they have missed. This can have an impact on the education of other pupils in the class.

There are also times of the year when a child may experience additional problems because of missing school.  These include examination periods, at the time of starting a new school or at the start of a new school term.
The law states that you do not have the right to take your child out of school during term time.  

The regulations allow Head Teachers discretion to grant permission for authorised leave of absence ONLY in exceptional circumstances. 
Exceptional circumstances are not specifically defined by the Government, it is therefore the Head’s discretion that will determine this, based on the information you provide. 

Exceptional circumstances DO NOT include (amongst other things): 

· The availability of cheap holidays.

· A holiday booked by or paid for by someone else.

· A mix up with term dates

· An overlap with beginning or end of term

On receipt of your application for leave in term time, the Head will make a decision whether the absence is considered to be an exceptional circumstance or not. You will be informed of the decision made.
If your application is refused and you still take your child out of school, the absences will be treated as unauthorised.  Unauthorised absences may lead to a Penalty Notice being issued from Trafford against you for irregular school attendance or unauthorised absence. The fine for a Penalty Notice is £120 per parent per child – reduced to £60 per parent per child if paid within 21 days.
Having read all the information above, if you still wish to request term time leave for your child, please complete the attached form and return to school at least 14 days before the proposed absence. 
Simon Parker

Headteacher

APPLICATION FOR LEAVE OF ABSENCE DURING TERM-TIME

Please note that there is no automatic right for a pupil’s leave of absence.  The school will consider a request for leave of absence in relation to the exceptional circumstances of the application together with the pupil’s attendance and educational attainment.

Regular attendance is an important factor in your child’s performance at school.  Please think carefully before deciding to request leave of absence.

	Childs Name:                                                                            Class:

I wish to apply for my child to be absent from school during the following dates:

Date of first day of absence:

Date of return to school:

Number of day’s absence requested:

Please explain the special circumstances that make it necessary to have leave of absence during school time:



	I understand that if leave of absence is not agreed it will be treated as unauthorised and may lead to the issue of a penalty notice for £60 per parent per child, which increases to £120 if not paid within 21 days.  I am also aware that non-payment of a penalty notice may result in a summons for irregular school attendance.

Names of parent/carer making

application………………………………………………………………………………..

Signed:                                                                                       Date:




PLEASE RETURN COMPLETED APPLICATION FORM TO THE SCHOOL OFFICE, GIVING AT LEAST 4 WEEKS’ NOTICE OF INTENDED ABSENCE, WHERE POSSIBLE.

You are advised not to take leave of absence until you know that the school will authorise your child’s absence.

For office use only

	Academic year ……./…….
	
	School comments:

	Attendance last academic year
	
	

	Attendance this academic year
	
	

	Previous leave of absence
	
	

	Leave Approved / Not approved
	Signed

(Headteacher)


