Leave of absence request form
Windmill Church of England Primary School

This form has been created to simplify the process of term time holiday requests. The
school is expected to comply with Government guidance provided by DfE (Department
for Education), and the LEA (Local Education Authority).

Pupil(s) Name | Class | Date of Birth
Do you have any other Name School
school age children in a
different school? Name School

Dates of absence request.

Total amount of days absent
from schoaol

Does the holiday overlap
with beginning or end of a vEs: [] NO: [ ]

cchool holidav
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Please state the reason for your request:

Is the request due to ‘exceptional’ circumstances? Yes
e.g A family needing to spend time together to support each other
during or after a crisis. If yes, please give details:

No

Person submitting application: Relationship to child:

Signature: Date:

Parent/Carer 1 Name and Address Parent/carer 2 Name and Address




Additional Information

Guidance from the Department for Education — November 2013

The DfE updated their regulations in November 2013 and stated that ‘Head teachers
should not grant leave of absence unless in exceptional circumstances.’
DFE ref 00257-2013

Authorised absence is one where the Head teacher has given approval for a pupil
of compulsory school age to be away.

Unauthorised absence is where a period of absence has not been agreed by the
Head teacher. If the School does not authorise a leave of absence but the parents
take the child out of school, or the child is kept away for longer than was agreed, the
absence is unauthorised. The regulations do not allow schools to give retrospective
approval. If parents do not apply for leave of absence in advance the absence must
be recorded as unauthorised. If the absence is unauthorised, a penalty notice will
be requested per parent per child.

Guidance for parents from on School attendance and absence can be found on
the Government website https://www.gov.uk/school-attendance-absence

You must make sure your child gets a full time education that meets their needs. You
could be prosecuted if you don’t give your child an education. You have to get
permission from the Head teacher if you want to take time out of school during term
time.

You can only do this if:

1 You make an application to the Head teacher in advance
1 There are exceptional circumstances.

At the first offence a penalty notice is issued to each parent of each child. This is for
£80 if it is paid within the first 21 days, increasing to £160 if paid after 21 days but
within 28 days. If a further offence occurs within a three-year period a penalty notice
is issued to each parent of each child for £160 if paid within 28 days.

Failure to pay the penalty notice could result in the local authority commencing legal
proceedings against you for the offence of not ensuring your child’s regular school
attendance. If found guilty, you may be fined up to £1,000 and you will receive a
criminal record.

Each request can only be judged on a case by case basis, you will
receive a reply from the school in writing.



