Mosspits Lane Primary School
APPLICATION BY PARENT/CARER FOR CHILD’S LEAVE OF ABSENCE DURING TERM TIME
If you consider your child needs to be absent from school during term time other than for a medical appointment, and that you have exceptional circumstances, please complete this form and return to the school at least 14 days before the date you wish to remove your child from school.

	Child’s name:
	
	Class: 

	Date – first day of absence:
	
	Date – last day of absence:
	

	Total number of school days missed:
	

	The exceptional circumstances are:
	

	Has there been a previous leave of absence request this academic year?
	Yes
	No

	I understand that if the absence request is unauthorised, the Local Authority may be notified and this could result in a Penalty Notice being issued.  I understand that a Penalty is issued to each parent for each child taken out of school and that this is a fine of £80 which increases to £160 if not paid within the first 21 days.  I understand that if I do not pay, this may result in legal action. 

Signed confirmation from the Headteacher on a separate form will be forwarded to you if a Penalty Notice is not being issued on an unauthorised absence.

	Name of Parent/Carer making application:
	

	Signature of Parent/Carer:

	
	Date:

	FOR OFFICE USE ONY

	Current attendance 
	                      %
	Previous request this academic year?
	

	Authorised
	
	Your request has been authorised for the following dates:


	From:
	To:

	Unauthorised
	
	Your request for a leave of absence for your child during term time has not been authorised.  
Please see DfE guidelines on leave during term time, and Attendance and Punctuality Policy, both posted on our website www.mosspits.com
Signed confirmation from the Headteacher on a separate form will be forwarded to you if a Penalty Notice is not being issued on an unauthorised absence.

	Signature :
	Headteacher/ Deputy Headteacher
	Date:


Please make an appointment to see your child’s class teacher to get the work they will miss.
