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Term Time Leave Request

Somerset Schools are working together to ensure that our children and young people have every opportunity to succeed at school and in later life.  Children need to be in school, every day, unless they are too unwell to attend and, in line with Government Policy, term time leave will not be authorised unless there are exceptional circumstances. Updated Government guidance states that “As head teachers should only grant leaves of absence in exceptional circumstances it is unlikely a leave of absence will be granted for the purposes of a family holiday.”  Please follow the guidance below if you are considering requesting term time leave.  Supporting evidence may be requested for exceptional circumstances. For planned absence, forms should be submitted no later than 4 weeks before the requested leave date.  Headteachers may authorise exceptional leave of up to 5 days (10 sessions). 
	Are there exceptional circumstances?

Attendance Lead to consider the request for term time leave on a case-by-case basis, together with any supporting documentation provided by parent.  It is unlikely that a leave of absence will be granted for the purposes of a family holiday.


                                    YES





           NO
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	Considerations:

· Does the child have attendance of 96 – 100%?

· Does the timing of the request avoid national statutory tests and the time leading up to them?
· Is this the first request for term time leave?









                                     YES         
NO

	School will inform parents, in writing, that their request for term time leave has been authorised under the exceptional circumstances rule, clearly stating the agreed return date.  Failure to return on the agreed date could lead to a Penalty Notice being issued.




	Term Time Leave Request Form

	Name of child/ren:                                                                         Classes:      

	Inclusive Dates of Request for Term Time Leave   From:                                                    To:

	Exceptional Circumstances (please see the guidance document on the front of this form and ensure that supporting evidence is provided).



	Signed (Parent / Carer):                                                                                                      Date:



	Term time leave will only be authorised when an application meets the Exceptional Circumstances criteria, outlined in the Attendance Policy and the Guidance Flowchart Further information will be taken into account if the headteacher agrees that an application meets the Exceptional Circumstances criteria.  

This will include:

· The date of the request and the amount of notice provided

· The overall attendance of the child (ren) and whether this is at or above expected level

· The time / duration of the request and whether it is within the first term of the academic year or of any new school placement, or it affects national statutory assessments.
IMPORTANT INFORMATION FOR PARENTS / CARERS:
· Parents / carers whose children are on a school register have a duty to ensure that their children attend regularly and if they fail to do so they may be guilty of an offence under the Education Act, 1993.

· If the school refuses your request and the child is still taken out of school, this will be recorded as an unauthorised absence.  Unauthorised absence relating to term-time leave being taken will be sent to the Local Authority for consideration of a Penalty Notice when 10 or more sessions are unauthorised. 
· Schools are also required to consider whether a penalty notice is appropriate if the 10 sessions are taken at different times over a period of 10 weeks. The sessions do not have to be consecutive.
· Each parent may receive a maximum of two penalty notices in relation to a child within a three-year period
· If the threshold is met for a third (or subsequent) time, the Local Authority will be required to consider alternative measures, which may include prosecution. 


	For school use only:For School use only

	Current attendance:

99% - 100%

Excellent Attendance

97% - 98.9%

Good Attendance

95% - 96.9%

Falling Below Expected

90.1% – 94.9%

Below Expected

90% or below

Persistent Absence

50% or below

Severe Absence

Attendance history:

Year:

Year:

Year:



	 Authorised                                                                  Unauthorised          

We will continue to monitor attendance and may require evidence following any term time absence.

	Signed (Attendance Lead):                                                                                        Date:




School will inform parents, in writing, that their request for term time leave has not been authorised.





If the child is taken out of school for 10 consecutive sessions (5 days) or 10 sessions taken over a period of 10 weeks, despite the term time leave not being authorised, a referral will be sent to the Local Authority for consideration of a Penalty Notice








                                                             

                                           Headteacher: Mrs Morwenna Dunstan (MEd Hons)                    

