Leave of Absence in Term-Time Procedure

Application received for leave in Exceptional Circumstances

NO

Leave criteria ?

Does this leave request meet the Exceptional YES

Headteacher to reply in
writing within 10 working
days refusing leave of
absence and the reason
for not doing so.

See Annendix 1

If the child is absent over the leave period
requested this should be recorded as

unatithoriced ahsence

If 10 or more sessions (5 school days) are
recorded as unauthorised a request for a
Penalty Notice to be issued will be made by
the Headteacher to the Education Social
Work Service.

Headteacher to reply to request
in writing authorising the
request within 10 working days.

See Appendix 2

Leave
Authorised

No further
action

The Headteacher will be required to complete and provide the
following before a penalty notice is issued:-

e Attendance Certificate (See Appendix 3)
e Witness Statement (See Appendix 4)

Also to provide a copy of the letter to parent(s)/carer(s)

the parent(s)/carer(s) fail to pay the penalty notice.

NB. Contact list for further advice. (Appendix 5)

This will be the only information laid before the Magistrates Court if




