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THE VILLAGE SCHOOLS FEDERATION
APPLICATION FOR PUPIL LEAVE OF ABSENCE DURING TERM TIME

The Staff and Governors at Village School Federation are confident that parents share our wish that all children make the most of their skills, talents and opportunities. Regular attendance at school is vital if we are to achieve this aim. If you need to request leave of absence during term time, please complete the attached form, after reading the guidance below.

The Department for Education (DfE) has made amendments to the legislation surrounding holidays in term time. The law, implemented in September 2013, gives NO entitlement to parents to take their child on holiday during term time.  Schools are no longer allowed to authorise requests for children to be taken out of school in term time unless there are “exceptional circumstances”. The DfE state that anything to do with “relaxation and leisure” is not exceptional circumstances. This will include visiting relatives, or a holiday due to mental or physical illness issues unless supported by medical evidence.

Please make every attempt to organise medical, optical and dental appointments outside of schools hours to limit absence from school.

Please be aware of the following before making an application:

· All leave must be applied for at least two working school weeks in advance of the first day of requested leave. Only in emergency situations will requests be considered in shorter timescales.

· We strongly advise you not to make any travel arrangements until the Executive Headteachers decision of the request for leave of absence is made final.

· Failure to request leave in the appropriate way, is likely to result in unauthorised absence and a possible fixed penalty notice (see further details below).

· The definition of parent generally includes all those with day-to-day responsibility for a child

· All natural parents, whether they are married or not.

· Any person who has parental responsibility for a child or young person.

· Any person who has care of a child or young person i.e., lives with and looks after the child.

Important information about the Milton Keynes City Council Fixed Penalty Notice (FPN):

A fine becomes effective if a child has had ten unauthorised sessions, which is equivalent to five school days absence. The time taken doesn’t need to be consecutive as was previously the case. School’s are requested by the Department for Education, to refer the matter to the Local Authority who will issue a Fixed Penalty Notice. This is to ensure consistency across England and Wales.

Further details of the FPN are included below:

· A FPN is issued to each parent, per child.

· A fine of £80 is payable in 21 days and, if there is a failure to pay after that time, it rises to £160 if paid between 22 and 28 days.

· If the fine is not paid, parents will be prosecuted in the magistrates court and could receive a fine of up to £1000 (per parent) and a criminal record.
· If a second period of leave is taken within 3 years (same parent/child) then the fine will start at £160 payable in 28 days. 

· If there is a third offence in 3 years (same parent/child) then the matter will be prosecuted in the magistrate’s court.

More information is available on the Milton Keynes City Council website:

https://www.milton-keynes.gov.uk/schools-and-lifelong-learning/information-parents/school-attendance 
	Name of Pupil for which leave of absence is being applied for:
	

	Class: 


	

	Dates (inclusive) for which leave of absence is being applied for:

	From:
	To:



	For how many school days do you require the pupil to have leave of absence:
	No Days:

	On which date will the pupil return to school?


	Date:

	Please use the space below to justify the ‘exceptional circumstances’ for which the leave of absence is being requested:

	

	You are also required to provide copies of evidence to support your justification of ‘exceptional circumstances’ e.g., medical letter. Please state below the evidence you have attached or sent to the office by email.

	

	Name of parent(s) making application and who will be responsible for the pupil whilst they are absent from school
	Parental Signature
	Date

	1.
	1.


	Date:

	2.
	2.


	Date:


	For Office Use Only

	Decision
	Code for register
	Notes
	Executive Headteacher Signed/Date

	Unauthorised (
Authorised (
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