Please ensure you read the reverse of this form regarding important information
APPLICATION FOR LEAVE OF ABSENCE 
DURING TERM TIME


Parents/Carers are requested to complete this form and return it, prior to the proposed period of absence, for the Headteacher to review the application.

I wish my child: _______________________________ Class: _____________________

to be absent from school from: ______________________to________________________ 
	Does your child have siblings at a different school?    YES             NO   (Please circle)

Name of sibling:

Name of School:

	Please outline exceptional circumstances here:








	Please outline why this request is for term time:











Date:  _____________________        _____________________________
                     				Signature of Parent or Carer

Each request will be individually reviewed and a letter of response will be posted as soon 
as possible, normally within a week.
INFORMATION FOR PARENTS REQUESTING LEAVE OF ABSENCE
DURING TERM TIME

Government guidelines to schools, state that leave of absence should only be granted in the most exceptional of circumstances only.

Cliftonville Primary School will be following these guidelines and, therefore, on most occasions, will not authorise any requests for holidays/leave during term time.
Whilst we understand that holidays are less expensive during term time, parent/carers are, by law, responsible for ensuring their child attends school regularly and the school will only authorise holidays in exceptional circumstances. 

Any pupil who is taken out of school by parents/carers during term time will have their absence recorded as unauthorised unless approved by the school.

Please note:
As from August 2024, Kent Local Authority (LA) introduced Penalty Notices for unauthorised absence from school of at least 10 sessions (5 days) during any 100 possible school sessions.’  A separate Penalty Notice can be issued to each parent and for each child.

On receipt of the Notice, the penalty will be £160, reduced to £80 if paid within 21 days.  Failure to pay the penalty in full at the end of the 28-day period may result in prosecution by the LA.

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 instances failure to pay the penalty in full at the end of the 28-day period may result in prosecution by the Kent PRU and Attendance Service.

In the event of three or more periods of unauthorised absence within a 3 rolling year period, a penalty notice will not be issued. A referral will be made to Kent PRU and Attendance Service (KPAS) Courts Team who will consider the case for prosecution.

Reminder: our school has an extra week of holiday attached to the May half term to enable families to take a less expensive holiday.

We thank you for your support in emphasising the importance good attendance to your child.  Please contact our Attendance Officers if you have any queries regarding your child’s attendance.
