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REQUEST FOR LEAVE OF ABSENCE FORM

Please complete all shaded boxes on this form and submit to the school office giving at least 3 weeks’ notice of intended absence.
Consent for term time leave will not be granted without full description of special circumstances. The school may request further
evidence to support any leave of absence application.

Name of Child(ren) Class(es)
Name of Parent/Carer 1 Name of Parent/Carer 2
First date of proposed absence Last date of proposed absence No. of school days being missed

Please outline the reasons for this absence. If this is for a holiday, please indicate why this holiday could not
take place in the course of the normal holiday pattern.

Please detail below any evidence included in support of your request for term-time absence e.g.

wedding invitation & proof of relationship; letter from sports body/arts council (for County/Regional/National level);
letter from employer to show that a term-time holiday request was denied; a contract of employment depicting
holiday conditions; letter from GP/doctor etc.

Signature of all parents/carers with legal parental Date Date holiday was booked
responsibility

Holiday not yet
booked (please tick)

Please return this form to school before any booking is made if this is for a holiday to be taken during term time

o G e\ | ITHY
SUROTORN . O O s} ) BF (o

ROUTE TO RESILIENCE Good with &3 4 Symphony Learning
e " g Hadkivy Schoo Eco-Schools : TRUST

SCHOOL T AQMI [ FOR LITE features
Silver Award



mailto:fshields@orchard.leics.sch.uk
mailto:school@orchard.leics.sch.uk

For office use only

Child(ren)’s name(s) Attendance Attendance Have other Have other
percentage percentage absences been absences been
current year previous year requested current requested

year previous year

THIS ABSENCE AUTHORISED PARTIALLY NOT NOT AUTHORISED & Is:fkgf;ta:’o‘;“fr:gf;

REQUEST IS (please tick) AUTHORISED | AUTHORISED PENALTY NOTICE parents

Reasons for the

|:| Meets our exceptional circumstances criteria

Signed

decision
|:| Meets our exceptional circumstances criteria to some extent, but not all
|:| Does not meet our exceptional circumstances criteria

Headteacher Name

Date

Fiona Shields
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For unauthorised absences

Total consecutive unauthorised

days (this request)

Total sessions unauthorised in past
10 weeks

Has a penalty notice been issued in
past 3 years

Further action to be taken where necessary (detail below)

Actions completed by
(sign & print)

Date
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Penalty Notices for unauthorised
absences: What you need to know about

the changes.

With the introduection of the new Mational Framework for Penalty Motices, the following
changes will come into force for unauthorised absences that occur after 19 August 2024,

2 Consecutive Days of Term Time Leave.

Penalty Maotice fines will b issusd for term time leave of 5§ or more consecutive days, and for fewer
days whers this has happened before.

10 Seesions of Unauthorised Absence in a 10-week period.

Penalty Maofice fines will be considerad when there have been 10 sessions of absence in a 10-wesk
period.

Per Parent, Per Child
Penalty Matice fines will be issuad to each parent, for each child who was absent.

For example: 3 siblings absent for term time lezave will result in each parent receiving 3 separate
fines.

First Offence Second Offence (within 3 Third offence and Any
X _ years) Further Offences (within 3
The first time 2 Penalty years)

MWotice is issued for Term
Time Leave or irregular
attendance the amount will
s

The second time 3 Penalty
Mofice is issued for Term Time || The third time an offence is
Leave or irregular attendance || committed for Term Time
the amaunt will be: Leawe or irmegular attendance
a Penalty Matice will not be
issuad. The case will procesd
to the Magistrates’ court.

£160 per pareni, per child
when paid within 28 days.

€160 per parent, per child
when paid within 28 days.
Reduced to £80 per parent,
per child if paid within 21
days.

(Mo option to pay at £80 level) Magisirate's fines can be up to

£2 500 per parent, per child.

Please consult your Schools attendance policy and speak
with your school il you are thinking of taking your child out
of sehool during term-time, it is Gkely you will nesd to make
& written reguest io take your child eut of schoal and any
leave of absence will need o be agreed by your Headteacher
befare it is taken.

H Leicestershire
County Council

5% 05 Soeit | e\ = <TI
e R R (D ay giigS
cor 00 J PLATINUM Symphony Learning

Good with
N

ROUTE TO RESILIENCE " S
RO T R, Outsanding Dt Hualihy School EcoSchools TRUST
Silver Award




	Text--MSbt-SwIn: 
	Text-BK6ks1lqhu: 
	Text-I1uMIXIs58: 
	Text-MrY3OLe_Yk: 
	Text-AlPywiMU0H: 
	Text-kFAJwj6ENJ: 
	Paragraph-KUFe_c3z5B: 
	Paragraph-vgKyqthSAC: 
	Paragraph-lFBN9p5VLy: 
	Text-HZ7t2GXh-O: 
	CheckBox-2CxbuFpVYT: Off
	Text-wWJfmj5-OU: 
	Text-T1lOwySRIN: 
	Text-nwF-rhSOiL: 
	Text-zKszfWXoTQ: 
	Text-p5ZWIcT6Kn: 
	Text-PLcNw2JeoD: 
	Text-K6gcdeB99w: 
	Text-lQmMHj8dED: 
	Text-2pmkEcx_Q3: 
	Text-65qlRMiDwY: 
	Text-GuzxuN0kwf: 
	Text-S6Ew9499rk: 
	Text-kE4_shNBlW: 
	Text-ru0xb5CaNq: 
	Text-pPSdOcWwZA: 
	Text-LTkxsryVBx: 
	Text-kLiXVJ3obN: 
	Text-F3eNgcdpOU: 
	Text-I4baoyNobs: 
	Text-5eoD-Vghca: 
	Text-FwbMRdhKcr: 
	CheckBox-kcvP6xNj-t: Off
	CheckBox-6DFPfK02pU: Off
	CheckBox-sdU90BvMpk: Off
	CheckBox-5_knbGQ6uh: Off
	CheckBox-YGG0EhXNnS: Off
	CheckBox-qoU5lOWPs0: Off
	CheckBox-dW38fa9nxV: Off
	CheckBox-f_4kB1cuoX: Off
	Text-oxfaRVtP10: 
	Text-1YcrFfkDgv: 
	Text-UzYBQ1r3g0: 
	Text-09QN8-zFft: 
	Text-XFgh8XYf-p: 
	Text-CcZ2THW2w8: 
	Paragraph-rkukLgIPVE: 


