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APPLICATION FOR LEAVE OF ABSENCE
You must read the back page of this application before signing




Head teachers may not grant any leave of absence during term time unless there are exceptional circumstances.  Any parent who takes a child out of school for term time leave for 10 consecutive sessions (5 days) or more, not authorised by the school (under exceptional circumstances rule), may receive a Penalty Notice. Therefore Penalty Notices will be issued for single event absences of at least 5 consecutive school days or more where these absences are unauthorised because they are neither exceptional nor unavoidable.  If leave of absence for exceptional circumstances has been denied and you take the child out of school, you may be subject to a Penalty Notice or face prosecution in court.
Amount of penalty per parent per child

The amount of the penalty is as follows:


When paid within 21 days


£  80.00



When paid within 28 days


£160.00

If leave is taken after permission has been withheld then this will be recorded as ‘unauthorised absence’.  This will appear both in the school register and in your child’s report. Should a parent/carer, on whom a Penalty Notice is served, fail to pay the full amount of the fine within the specified time he/she will be liable to prosecution in a Magistrates’ Court where, on conviction, a fine of up to £2,500.00 and/or a sentence of up to three months in prison may be imposed.
If a second penalty notice is issued for the same child within a three-year rolling period, the fine is automatically £160. For a third penalty notice within a three-year rolling period, the parent will automatically be listed for prosecution in relation to Section 444 Education Act 1996. 
Where a parent takes a child out of school during term time for an extended period (20 days or more), not authorised by the school, prosecution in relation to Section 444 Education Act 1996, may also be considered.



I request that ________________________________________________(name of child) be granted leave





of absence from Pendragon Primary School from (first day) _______________________________________ 





to (last day) ____________________________________ .  It is necessary to take my child out of school 





because: ___________________________________________________________________________________ 





___________________________________________________________________________________________





I have read and understood the information overleaf.





Signature of Parent/Carer _____________________________Name_________________________________ 





                                                                                  	   Dated	___________________________

















Response to Request for Pupil Absence (to be completed by the Headteacher)











Authorised                                                           Unauthorised





     














Signed: ___________________________________________      Dated: _____________________________


			                                     Headteacher





Comments, if required: _______________________________________________________________________________________











 ________________________________________________________________________________________________








_________________________________________________________________________________________________





To be placed on record and a signed copy of form returned to parent/carer
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