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REQUEST FOR LEAVE OF ABSENCE DURING TERM TIME

Please note:
The Department for Education states that parents have no entitlement to take their children out of school for a holiday during term time.  For this reason, schools cannot authorise holidays in term time (as per the attendance policy).  A copy of the Education Penalty Notice (EPN) warning letter is available on the school website.  It is important that parents understand that unauthorised absence may result in a penalty notice being served.  In some circumstances, this may lead to prosecution by the Local Authority.

Remember it is your statutory responsibility to inform school of the whereabouts of your child/children and this form must be completed to fulfil this responsibility.

[bookmark: _GoBack]Child/children’s name/s: ………………………………………………………....	  Year/s: ………………………………………………………

1st day of absence from school: …………………………………………………	  Date of return to school: ……………………

Total number of school days: ……………………………………………………….

Reason for absence (including holiday destination where applicable)
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

I understand that if my application is denied and my child is still absent, I may be fined by means of a Penalty Notice or Prosecution in the Magistrates Court by the Local Authority.

Name (please print): …………………………………………………………………..	Signed: Parent/Carer:………………………………

Date: ……………………………………………………………………………………………..FOR SCHOOL USE ONLY:
Received by………………………………………………………………. Date: ………………………………………….. Auth code…………………

Has the parent/carer been informed that this absence will/will not be authorised?    Y/N

How has the parent/carer been informed?	Email/phone call/face to face/letter

Parents/carers informed by…………………………………………………	Date informed………………………………………..
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