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Term Time Leave Request Form

Name of child(ren): Class:

Inclusive dates of request for term time leave From: To:

Exceptional circumstances :

Term time leave has also been requested for the following child(ren)

Name: School:
Name: School:
Signed (Parent/Carer) Date:

Term time leave will only be authorised when an application meets the Exceptional Circumstances criteria, outlined
in the Attendance Policy and the Guidance Flowchart. Government guidance states that “As head teachers
should only grant leaves of absence in exceptional circumstances it is unlikely a leave of absence will be
granted for the purposes of a family holiday.” Further information will be taken into account if the headteacher
agrees that an application meets the Exceptional Circumstances criteria.
This will include:
e The date of the request and the amount of notice provided
e The overall attendance of the child (ren) and whether this is at or above expected level
e The time / duration of the request and whether it is within the first term of the academic year or of any new
school placement, or it affects exams or the period leading up to exams
¢ Whether the child has had any term time leave within the current or previous academic year
IMPORTANT INFORMATION FOR PARENTS / CARERS:
e Parents / carers whose children are on a school register have a duty to ensure that their children attend
regularly and if they fail to do so they may be guilty of an offence under the Education Act, 1993.
e If the school refuses your request and the child is still taken out of school, this will be recorded as an
unauthorised absence. This may result in a Penalty Notice being issued or legal action taken for
poor attendance.

For School Use ONLY:

Current Attendance
96% - 96.9% Expected Attendance

94% - 95.9% Falling Below Expected
90% or below Persistent Absence
Attendance History Year 2022-23 Year 2023-24
Authorised Unauthorised

We will continue to monitor attendance and may require evidence following any term time absence.

Signed (Headteacher): Date:
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Information for Parents about Penalty Notices for

Unauthorised Absence from School

Following the introduction of the new National Framework for Penalty Notices, the following changes will come into
force for Penalty Notices issued for unauthorised absences recorded after 19 August 2024. This information refers to
penalty notices that are considered for irregular attendance and unauthorised term-time leave.

Al penalty notices are issued within the Somerset Penalty Notice Code of Conduct.

Who can be fined? The National Threshold

Penalty Notices can be issued to each Schools are required to consider whether a penalty notice is appropriate
parent/carer of each child whose when a child has 10 sessions of unauthorised absence within a rolling 10
unauthorised absence meets the national school week period. 10 sessions would typically be the equivalent of five
threshold. days.

For example, in a family with two parents These sessions do not have to be consecutive and can be a combination
and three children taking unauthorised term- of any unauthorised absence codes (G, O, N or U).

time leave, each parent could receive a

penalty notice for each child absent from The rolling ten school week period can span terms, school years and

school, resulting in six penalty notices being el

issued.

The First Offence The Second Offence

The first time a parent is issued with a penalty notice in If a parent is issued with a second penalty notice within three
relation to a child’s absence, they will be able to pay years the amount payable will be £160 within 28 days. The
the reduced amount of £80 if they pay within 21 days, reduced amount will not be available.

otherwise the full amount of £160 is payable within 28

days.

The Third Offence

If a parent becomes eligible for a third (or more) penalty notice within three years of the first being issued, a penalty notice
can not be issued and the Local Authority will consider other measures to address attendance concerns. This may include
prosecution, which could result in a fine of up to £2,500 and the parent having a criminal record. If convicted, the offence
will also show on any future DBS checks.

Not Paying a Penalty Notice The Law

Penalty notices are only issued to parents when Penalty notices are issued in line with Section 444 of the

they have committed the offence of failing to Education Act 1996 when a parent has failed to ensure their
ensure their child’s regular attendance at school. child’s regular attendance at school.

A penalty notice gives the parent the chance to Penalty notices can only be issued when:

write the offence off without needing to go to court. v A child’s absence meets the national threshold

It is not an offence not to pay a penalty notice, but v’ Support has been attempted (if appropriate)

the Local Authority may then prosecute the parent v’ Issuing a penalty notice is compliant with the Somerset Penalty
for the original offence. Notice Code of Conduct
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