APPLICATION FOR LEAVE OF ABSENCE DURING TERM TIME
If a parent intends to take their child out of school for a leave of absence during term time, they must have requested this in advance and their request must be agreed by the headteacher.
Please note that head teachers are only permitted to agree a leave of absence in term time for exceptional circumstances.  The need or desire for a holiday or other absence for the purpose of leisure and recreation is not considered to be an exceptional circumstance.
Unauthorised absence of 5 days/10 sessions (over a 10-week rolling period) can lead to you being issued with a penalty notice fine of up to £160 for each child who is absent. The fines can be issued to both parents for each child.  In some circumstances the local authority may decide a prosecution via Magistrates court is more suitable, for instance lengthy or repeated leave of absence periods. This would include circumstances where a parent/carer has already had two fines over a 3-year rolling period.

Having read this information, if you still wish to apply for leave of absence during term time then please complete the application attached. 
APPLICATION BY PARENT/CARER FOR CHILD’S LEAVE OF ABSENCE FROM SCHOOL DURING TERM TIME

APPLICATIONS WILL ONLY BE CONSIDERED UNDER EXCEPTIONAL CIRCUMSTANCES APPROXIMATELY FOUR WEEKS PRIOR TO ABSENCE
Please list all children in school

Pupil’s Name ……………………………………
Class ............…………

Pupil’s Name ……………………………………
Class ............…………

Pupil’s Name ……………………………………
Class ............…………

Pupil’s Name ……………………………………
Class ............…………

Home Address …………………………………………………………………….

………………………………………………………………………………………

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

Date of Last day at School …………..
Date of Return to School …………..

Total number of school days missed …….

Please explain the circumstances that make it necessary to take leave during term time:
…………………………………………………………………………………………..

…………………………………………………………………………………………..

…………………………………………………………………………………………..

…………………………………………………………………………………………..
I would like to formally request a leave of absence for my child/children named above to have an authorised absence from school for the reasons stated. I understand that if this is not agreed and I take my child out of school the absence will be treated as unauthorised and may lead to a fine or prosecution.
Name 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
