Glynwood Community Primary School
Request For Leave of Absence During Term Time

Our Attendance Policy states that no holidays will be authorised during term time and will be referred to the Local Authority. Leave of absence for reasons other than holiday will only be authorised in exceptional circumstances.   

Important changes to School Attendance Penalty Notices (DfE) came into effect from 19th August 2024, which we must adhere to

There is a new national threshold of 10 unauthorised sessions, within a rolling 10 school week period
Warning letters will no longer be issued and fine amounts have been increased.
The National Framework introduced in August 2024 means only 2 penalty notices can be issued to the same parent in respect of the same child within a 3 year rolling period and any second notice within that period is charged at a higher rate: 

• The first penalty notice issued to a parent in respect of a particular pupil will be charged at £160 if paid within 28 days. This will be reduced to £80 if paid within 21 days. 

• A second penalty notice issued to the same parent in respect of the same pupil is charged at a flat rate of £160 if paid within 28 days. 

• A third penalty notice cannot be issued to the same parent in respect of the same child within 3 years of the date of issue of the first. Alternative action, such as prosecution in Magistrates court, will be considered instead. Failure to pay the Penalty Notice could result in the Local Authority starting legal proceedings against you for the offence of failing to ensure your child’s regular attendance at school.

The 2013 amendments to the 2006 Education (Pupil Registration) (England) Regulations make clear that Head Teachers may not grant any leave of absence during term time unless there are exceptional circumstances and that Head Teachers should determine the number of school days a child can be away from school if the leave is granted.

Parents / carers should seek permission for leave of absence during term time at least two weeks prior to the leave, fully explaining the reasons for the request. Each request should then be judged on a case by case basis by the Head Teacher.

Please see our ‘Attendance and Punctuality Policy’ for further information.

School term dates are as follows
	
	From
	To
	Half Term Hols

	Autumn Term


	Monday 1 Sept. 2025
	Friday 19 December 2025
	27 - 31 Oct. 2025

	Spring Term


	Monday 5 January 2026
	Thursday 2 April 2026

	23 - 27 February 2026

	Summer Term


	Monday 20 April 2026
	Friday 17 July 2026
	25 - 29 May 2026


P.T.O.
	Name of Pupil


	Date of Birth



	Class / Year Group

	

	Pupil Home Address


	

	Adult with Parental Responsibility (1)

Full Name

	Adult with Parental Responsibility (2)

Full Name


	Address


	Address



	Contact Telephone Number

	Contact Telephone Number



	I request permission for my child to be absent from school between



	First Day of Absence


	

	Return to School


	

	Total Number of School Days


	

	What are the exceptional circumstances you wish the school to consider regarding this request for absence? Please give as much detail as possible, including destination.



Declaration
I have read and understood the information about leave of absence during term time, unauthorised absence and Penalty Notices. I am aware of the possible consequences should my child take leave of absence without prior authorisation of the Head Teacher.
Signature………………………………………………………..……………..…………
Date………………………………………………………
For Office Use

Application Received   ______________    No. of days requested   _____________   Days already taken  ___________
Last Year’s Attendance   _________%
   Current Attendance   _________%             Previous Referral   Y / N










     Outcome     Warning / Fine
Authorised    Y  /  N

                   Referred   Y  /  N

Date SIMS Updated    __________________






Headteacher’s Signature __________________________________________
