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TO BE POSTED TO EACH PARENT INDIVIDUALLY 

Dear (parent/carer’s full name)
Address
									Date
Re: Leave of absence authorised/part authorised (please delete as appropriate) 

Child’s Name:		Date of Birth:

I note your request to take your child (insert name of child), (dob:…..) out of school during term time between the dates……………………..to …………………….. 

The Education (Pupil Registration) (England) (Amendment) Regulations 2013 states that Head teachers may not grant any leave of absence during term time unless: 

  	An application has been made in advance to the Head Teacher by a parent with whom the pupil normally lives with; and 
 	The proprietor (Head Teacher) or person authorised by the Head Teacher considers that leave of absence should be granted due to the exceptional circumstances relating to that application. 

DELETE PARAGRAPH AS APPROPRIATE
EITHER:

After carefully considering your application, I have decided to authorise your request in full as I am satisfied that the exceptional circumstances criteria have been met. 

OR:
After carefully considering your application, I have decided to authorise only part of the period requested – from xxxx to xxxx.  Absences outside of this period may be unauthorised and leave you liable to the possibility of receiving a penalty notice from the local authority.

The reason(s) for this is: 

If you do not adhere to the agreed dates, it will be recorded as an unauthorised absence unless medical evidence is provided. I must warn you that failure to ensure your child’s attendance is an offence under Section 444 of The Education Act 1996.

If the reasons given for your child’s absence from school are not satisfactory then the Local Authority may take legal proceedings against you for your failure to comply with the law. This may result in: 

 	A Penalty Notice requiring the payment of a penalty up to £120 per parent per child. Failure to pay the penalty due will result in prosecution before Magistrates Court. 
 	Prosecution under Section 444(1) Education Act 1996, where if convicted you may be fined up to £1,000. 
 	Prosecution under Section 444(1a) Education Act 1996 where if convicted you may be fined up to £2,500 and/or a custodial sentence. I ask that you work with the school to ensure that your child attends school every day. 

Please refer to the school’s attendance policy and the PCC Code of Conduct for further information – available on the relevant websites and in hard copy upon request.

Please note your child(ren) may be at risk of losing their school place if dates are not adhered to.

Yours sincerely


Headteacher  


