

Westwood Road, Leek, ST13 8DN Telephone: 01538 714740 Principal: Mrs K. Smith stedwards.academy

Leave of Absence Request Form
[bookmark: _GoBack]This form should be completed and submitted to the Principal at least four weeks before the start of the proposed leave of absence. Separate forms should be completed for each child, if more than one. 
As a school we are obliged to inform you that you may be subject to a Penalty Notice if your child’s absence from school is unauthorised. This is in line with Staffordshire County Council’s Code of Conduct and the DfE’s “Working Together to Improve School Attendance” statutory guidance (effective 19th August 2024). The penalties for unauthorised leave of absence in term time will be: 

For a First offence the Penalty Notice fine would be: 
•	£80 per parent, per child if paid within 21 days, rising to
•	£160 per parent, per child if paid between 21-28 days.

For a Second offence within 3-years of the first penalty notice being issued, the penalty notice fine would be:
•	£160 per parent, per child if paid within 28 days.

Following the second offence, every new offence within the 3-year period, will be prosecuted under S444.1 of the Education Act 1996. I must advise you that if the prosecution takes place, the maximum fine is £1,000 per parent, per child.
 
PLEASE NOTE: “Generally, the DfE does not consider a need or desire for a holiday or other absence for the purpose of leisure and recreation to be an exceptional circumstance.”
DfE - Working Together to Improve School Attendance


	Name of child:
	

	Tutor group:
	

	Are there siblings in a local school(s)?
	YES  /  NO

	Please state school(s) sibling(s) attend:
	

	Name(s) of sibling(s):
	

	Name of parent/carer making request:
	

	Address of parent/carer making request:
	

	Telephone number(s) of parent/carer making request:
	

	Start date of proposed leave of absence:
	

	End date of proposed leave of absence:
	


Please turn over to continue

[image: ]

	Reasons for request:
	

	

Signed 	
	

Date 	


Parent / Carer


Please return this completed form to the school office.

ACADEMY USE:
APPLICATION FOR ABSENCE FROM ST. EDWARD’S CHURCH OF ENGLAND ACADEMY

Name of child …………………………………………………………………….……………………... Tutor group ……………………
Your recent request has been AUTHORISED/NOT AUTHORISED for these dates

…………………………………………………………………………………………………………………………….. Reason for request being authorised/not authorised ………………………………………………………….

Signed ……………………………………………………………………….	Date ………………...…………… Principal’s Signature ………………………………………………………		Date …………………………….
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Companies House number: 08316327





