Kensworth Church of England Academy
6 With God by our side, we can move mountains
Headteacher: Sarah Bowley

APPLICATION FOR LEAVE OF ABSENCE FOR YOUR CHILD DURING TERM TIME

As a parent/carer, you should complete this form and return it to your child’s school AT LEAST FOUR (4) WEEKS
before the date when you want the period of absence to start.

Child’'s Name DOB Year/Class

Do you have a child at another school? YES NO If YES, which school?

Home Address:

Start date of absence Return date to school Total school days missed

Reason requesting absence (if request is for a family holiday, please give EXCEPTIONAL CIRCUMSTANCES on
why it MUST be in term time).

Parent/Carer Name Relationship to child Signed Date

SECTION TO BE COMPLETED BY SCHOOL STAFF ONLY
SCHOOL ACTION Current Attendance %

Class Teacher Informed YES/NO

Supporting Evidence Required? YES/NO

RETURN SLIP

Permission has/has not been granted for this absence.

Reason Given (if applicable)

Signed (Headteacher): Date:

Fixed Penalty Notice to be applied YES/NO

Please note: Holiday absences which have not been granted will be marked as unauthorised.




Absence from School for Exceptional Circumstances
Information for Parents

There is no longer a provision in law for Headteachers to authorise an absence for the purpose of a term time
holiday.

You are required under the Education Act (1996) to ensure your child attends school regularly. This has been
defined by the Supreme Court as ‘in accordance with the rules prescribed by the school' meaning attending
every occasion available unless authorised by the Head Teacher. There is, however, a discretionary power held
by Headteachers to authorise absence in exceptional circumstances. Please note this is not an entitlement.
The Headteacher will only authorise absence in line with the Central Bedfordshire Council — Leave of Absence
Policy. Headteachers will not authorise absences if they believe it is to the detriment of a child’'s education.
Please note that supporting documents to aid decision making must be submitted at the time of your request
for absence.

Any unauthorised absence will be recorded on your child’'s attendance records. This may result in legal
proceedings against you, either through a Penalty Notice or the Magistrates’ Court.

Penalty Notices

Under the Anti-Social Behaviour Act (2003) the local authority and schools have statutory powers to tackle poor
school attendance and/or unauthorised absences. An unauthorised absence is any absence that the
Headteacher has not given permission for or where an explanation has not been provided by the parent. If
your child accrues 10 sessions of unauthorised absence, you may be liable for a penalty notice (one day’s
absence equals two sessions and a five-day absence is equal to 10 sessions etc.).

Penalty Notices will be used as a deterrent to prevent a pattern of unauthorised absences developing. They
will be issued by post direct to the home of a parent after possibly just one warning, or in the case of absences
without acceptable cause, warnings may not be given. This includes pupils caught on fruancy sweeps,
persistent late arrival after the close of registration or unauthorised absence that has not been authorised as an
absence from school for exceptional circumstances. In these cases, the warning is given on the absence
request form and detailed within this information leaflet and no written warning will be given. Where parents
do not follow school procedures of submitting a request and simply remove their child without seeking prior
approval, a warning may not be given. Parents must complete a request for exceptional leave form and
submit this to the school, allowing for sufficient fime to enable the school to consider the request and inform
the parent of the decision.

Fines are issued for unauthorised absence of 5 or more days and each school day is divided into 2 registration
periods. For example, if your child is absent for one day this equals 2 sessions, and a five-day absence is equal
to 10 sessions.

e If your request is declined and you take your child out of school each person with day-to-day care of
the child(ren) may be issued with a £160 penalty notice if paid within 28 days this reduces to £80 if paid
within 21 days. If after 28 days the fine remains unpaid you may be summonsed to appear before
Magistrates to explain why your child has unauthorised school absences and you may be liable for a
fine of up to £1000.

e Where it is deemed appropriate to issue a second penalty notice within 3 years of the first penalty
notice, the second penalty notice will be charged at a flat rate of £160 if paid within 28 days. If after 28
days the fine remains unpaid you may be summonsed to appear before Magistrates to explain why
your child has unauthorised school absences and you may be liable for a fine of up to £1000.

e If a third penalty notice referral is received within a 3-year period, a further penalty notice fine cannot
be issued and legal action will be considered.

Support and guidance on attendance is always available and if you have any questions about this, or if you
need help to achieve an improvement, please contact your child’s school to discuss this.

We advise that you do not plan for your child to be absent from school without gaining prior agreement from
school first.

Headteachers cannot retrospectively authorise absence from school under any circumstance.
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Penalty Notice Fines for absence
from school are changing

From 19'" August 2024 Penalty Notice fines
increase to £160 for each parent, for each child.

®

You can be fined if your child has Over a rolling 3-year period the
a total of 5 days of unauthorised sanctions are:
absences in 10 school weeks, for + st offence - £160 reduced
things like: to £80 if paid within 21 days
*+ being late after the register « 2nd offence - £160

has closed

* 3rd offence - Court hearing

* truancy and up to £2,500 fine, or
* taking a holiday without up to 3 months in prison
permission from the school and a criminal record

* orifa headteacher isn't satisfied
for the reason for missing school

For more information go to;

www.centraIbedfordshire.gov.uk/missing-school




