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Before filling in this form, please read the UPDATED guidance on the reverse.
                                     
APPLICATION BY PARENT/CARER FOR CHILD’S LEAVE OF ABSENCE FROM
SCHOOL DURING TERM TIME
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 ……………
Could you please explain the circumstances that make it necessary for your child to
be absent from school during term time?
………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………
I make application for my child named above to have authorised absence from school for the reasons stated. I understand that if this is not agreed then any absence will be treated as unauthorised and may lead to the issue of a Penalty Notice or a Summons for irregular school attendance.
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.     Revised: January 2025
Cotgrave Church of England Primary School
APPLICATION BY PARENT/CARER FOR CHILD’S LEAVE OF ABSENCE FROM SCHOOL DURING TERM TIME
EVERY DAY COUNTS
GOOD SCHOOL ATTENDANCE = GOOD PROGRESS
Before completing the application form, please read these notes carefully:
· The law states that you do not have the right to take your child out of school for holidays during term time. Unless there are exceptional circumstances, no holiday in term time will be authorised.
· If you wish to take your child out of school during term time, you must ask for permission in writing using the attached form. The form still needs to be completed for every planned absence – including those occasions where parents anticipate that the application will not be authorised. This is to ensure that we know where children are, even when they are absent from school, in order to fulfil our safeguarding duty.
· There are certain times of the year when a child may experience problems because of missing school. These include assessment weeks (for our school that is the week immediately prior to each half term holiday and the nationally set ‘SATs Week’ which is usually in May each year), at the time of starting a new school and at the start of a new school term. In deciding whether to authorise your child’s absence, the Head Teacher will also take these and other factors into account.
· If the school refuses your application and you still take your child out of school, the absences will be treated as an unauthorised absence. The threshold for Penalty Notice fines is 5 days/ 10 sessions of unauthorized absence over a 10-school week period. If this occurs, school will notify the County Council who will decide whether to issue a FPN (Fixed Penalty Notice). The first FPN is £160 (reduced to £80 if paid within 28 days), a second FPN is £160 to be paid within 28 days, a third FPN cannot be issued within a 3 year period. Legal action may result in, for example, prosecution. FPNs are charged per child and per adult in the household e.g one child will be fined £160 per parent. Two children would be fined £320 per parent.

Having read these notes, if you still wish to apply for a leave of absence for your child during term time then please complete the application attached. This form school be returned to the school office as far in advance of the proposed absence as possible.
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