o

-

The James Oglethorpe Primary School m

REQUEST FOR LEAVE OF ABSENCE IN TERM TIME

The Department for Education regulations state that Headteachers cannot grant any Leave
of Absence during term time unless there are exceptional circumstances.

e Headteachers will determine the number of school days a child can be away from school if the leave
is granted.

e Parents/guardians must make a case for ALL Leave of Absence during term time and submit their
request on a standard form at least 2 weeks in advance.

e Leave of Absence cannot be authorised retrospectively, except for family trauma/bereavement.

A Penalty Notice could be issued without formal written notification to the parent if the parent has
taken the pupil out of school during term-time without the school’s authorisation or (in cases where
the school has authorised absence) has failed to return the pupil to school on the date agreed with
the school.

Fixed penalty fines effective from 01 September 2024 will be issued per parent per child.

e 1%t Offence
£80 fine will be issued and would need to be paid within 21 days. If payment is not received within 21
days, the fine will increase to £160 and must be paid within 7 days. Failure to pay the fine of £160
will result in prosecution in the Magistrates Court.

e 2" Offence within 3 years
£160 fine will be issued and would need to be paid within 21 days. Failure to pay the fine of £160
within 21 days will result in prosecution in the Magistrates Court.

e 3" Offence within 3 years
Where a family is identified to be fined on a 3™ occasion within a 3 year period, these cases will be
referred straight to the Magistrates Court for prosecution.

Cross Borough Checks
In cases where your child has moved between local authority areas, the authority for that area will be
contacted to check whether a penalty notice/prosecution has been actioned.

Co-parenting

A penalty notice can be issued to each parent or guardian liable for the attendance offence. This means if a
child is residing with a parent and is taken on unauthorised leave with another parent or guardian, both would
be issued with a penalty notice fine regardless of which parent has applied for the leave of absence.

National Threshold
If the local authority believes a penalty notice would be appropriate in an individual case, they retain the
discretion to issue one before the threshold is met.



REQUEST FOR LEAVE OF ABSENCE IN TERM TIME

Child’s Name:

Child’s Class:

First date of leave of
absence:

Last date of leave of absence:

Number of school days to be
missed:

PART DAY ABSENCES

Time to arrive at school

Time to leave school

Hours absent from school

Please provide the
exceptional CIFCUMSTANCES 1N | ...ttt e e
the box opposite for
requesting aleave Of ADSENCE | ...
in term time:

Parent’s signature:

Parent’s printed name:

Parent’s email address:

Date:

OFFICIAL USE ONLY

Date received: Date returned:

UPN Number: Current attendance %:

Record of Decision
Authorised in full for Authorised in part for

how many days: how many days:
Unauthorised for
how many days:

Signed on behalf of the Governing Body:

Headteacher / Deputy Headteacher




