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	Application for Leave of Absence for Exceptional Circumstances


The Department for Education has advised schools to only authorise leave of absence in ‘exceptional’ circumstances, hence School will not approve any absence in term time, except in such circumstances. The Headteacher will determine whether the reason given for requesting leave of absence is exceptional or not. Please also note that there is no automatic right to take holidays in term time nor will your child/ren’s overall attendance affect the Headteacher’s decision. 

Please complete the section below and return to school at least one month before the requested absence. School will endeavour to respond to your request within 5 working days. If your request for leave of absence is approved your child will be expected to collect and complete all missed work. Please note that taking your child away during the school term is detrimental to their educational progress.

Please be aware that if holidays are taken without approval, this information will be passed to our Attendance Officer. Taking an unauthorised holiday is a Criminal Offence and may result, depending on the circumstances of each case, in either a Penalty Notice being issued or Prosecution in the Magistrates Court.

A Penalty Notice may be issued without further warning. Payment of a Penalty Notice within 21 Days is £80, or £160 within 28 days. Penalty Notices are issued to each parent, per child. 

However, if a penalty notice is not paid then the Parents may be prosecuted in the Magistrates Court. In some cases, a Penalty notice will not be offered at all and the matter referred immediately for Prosecution. In the Court the penalty is a fine of up to £1000 and a Criminal Record. More information can be found on the Buckinghamshire County Council website 
	Name of Child:
	Class:

	I am applying for leave of absence for my child for –

From (date)                                                                                                to (date)

	Number of school days:

	This cannot be taken during the school holidays because:



	Has your child already had leave of absence in this school year? YES / 

	If YES, please give dates and details: 

	I also have children at                                                                                                        (School)

	Signed:                                                                         (Parent/Carer)                                Date:

	

	To be completed by the Headteacher

	Child’s attendance level over the last 12 months:
	

	Our overall school target for attendance this year is:
	             %

	Having considered your request carefully, my decision is that leave of absence is:

	Approved
	
	The absence will be recorded as authorised

	Not approved
	
	The absence will be recorded as unauthorised

	Explanatory notes:


	Signed:                                                                                                                     (Headteacher)
	Date:


[image: image2.jpg]A AATHSHUBS

BUCKS, BERKS AND OXON
2022/23





[image: image3.jpg]He 5
althyScho%T

Self-vali
validated 2022
- 2025




[image: image4.jpg]@ St. Joseph's

Catholic Primary School



[image: image5.png]


[image: image1.png][image: image2.jpg][image: image3.jpg]
St Thomas Catholic Academies Trust

Registered Company Number: 09660515

[image: image6.png]National Assaciation fo Abe Chidren i Education



[image: image7.png]Ofsted

Good School



[image: image8.jpg]


