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Leave of absence from education
From August 2024 the Department for Education has amended the Education (Pupil Registration) (England) Regulations 2006 removing the Head Teacher’s ability to authorise leave of absence for a family holiday.  Leave of Absence can only be authorised by the Head Teacher in exceptional circumstances.
If the absence requested is not considered to be an exceptional circumstance, and you still take your child out of school, the absence will be recorded as unauthorised in line with Local Authority guidance.  There is no right of appeal as the authorisation of the absence is the sole responsibility of the Headteacher.
In the case of an unauthorised absence the Local Authority Attendance Service monitor these and should the incidence of unauthorised absences be judged of concern then penalty notices are issued to each parent for each child taken out of school. A penalty notice is a fine of £80 which increases to £160 if not paid within the first 21 days. If a second penalty notice is issued within a rolling 3-year period, then the charge will be at a flat rate of £160 per parent per child if paid within 28 days. In both cases, if the Penalty Notice remains unpaid this may result in prosecution by the Kent PRU and Attendance Service.










APPLICATION FOR LEAVE OF ABSENCE DURING TERM TIME
This form should be completed for ALL requests for leave during term time. Please complete this form with as much detail as possible and return to the school at least 14 days before the date you wish to remove your child from school.

Pupil Name ……………………………………………………………… 
First day of absence ……………………… Date of return to school……………………
Total number of school days missed ………………………………………
Full reason for absence (including any exceptional circumstances). 

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

I have read the letter overleaf and understand that if the request is unauthorised the Local Authority Attendance Service monitor absence taken and may decide to issue a Penalty Notice. I understand that a Penalty is issued to each parent for each child taken out of school and that this is a fine of £80 which increases to £160 if not paid within the first 21 days. I understand that if a second penalty notice is issued within a rolling 3-year period, then the charge will be at a flat rate of £160 per parent per child if paid within 28 days. I understand that if I do not pay, this will result in legal action.

Name of Parent/Carer making application 
………………………………………………………………………………………….

Signed ……………………………………………… Dated …………………………………
(Please ensure you are giving at least 14 days’ notice of the proposed absence)


-----------------------------------------------------------------------------------------------------
For office use:
Attendance to date …………………… % Absence previously authorised ……………days
Absence previously unauthorised ………………… days

AUTHORISED: Your request has been authorised for the following dates: ----/----/----to ----/----/----
and will be registered as authorised on your child’s record

UNAUTHORISED: Your request has been unauthorised for the following dates: ----/----/---- to ----/----/---
and will be registered as unauthorised on your child’s record

Signed by Headteacher……………………………………………………… Date -----/-----/----

Kind regards

Lisa Scott Bowles
Head of Schools
Alchemy Schools.
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