	Request for Leave of Absence during Term Time[image: ]
Please complete this form and hand to the school office. At least one month’s notice is required and we will notify you of the outcome. If your child is absent without permission, the absence will be recorded as unauthorised.
The current law does not give any entitlement to parents to take their child out of school during term time. The Education (Pupil Registration) (England)(Amendment) Regulations 2013 prohibits Headteachers granting leave of absence to a pupil except where an application has been made in advance and the Headteacher considers that there are exceptional circumstances relating to the application. A leave of absence is granted entirely at the Headteacher’s discretion.
If leave of absence is not authorised, and is taken without permission, the Access and Inclusion School Attendance Team may issue a Penalty Notice to each parent of £80 for each child to be paid within 21 days.

	Name of Child/ren: 


	
______________________________________Class______

______________________________________Class______

______________________________________Class______


	Number of days requested:
	

	Date of first day of absence:
	

	Date of last day of absence:
	

	Please outline the exceptional circumstances for which a leave of absence is being requested:









	

	Signature of Parent/Guardian:

	Date:                                                                                             
	Name:




Absence authorised:	Yes / No 
Signature of Headteacher:______________________________Date:_________________
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