Kesteven and Grantham Girls’ School
Inspire, Challenge, Achieve
Leave of Absence Request Form
Please complete this form for any absence request of more than 1 school day. The form must be returned to school at least 4 weeks before the start of the absence. Please note, we will accept an electronic signature, please download, complete and return it electronically. If you need to print it off to complete, then it can be returned to the attendance team via your student
The school accepts no responsibility for any loss of learning or progress resulting from a term-time absence. There is no general right to authorise absence for a family holiday. If you take your child out of school without permission, the absence will be unauthorised and there may be consequences. You are advised not to make any arrangements until your request has been considered. Each application is considered individually by the school. If the Leave of Absence Request is denied and the student is absent during the requested period, the parent/carer may be liable to receive a penalty notice from the Local Authority. Penalty notices are issued on a per parent/carer per child basis
Family Holidays & Extended /trips Abroad during Term Time
You are required, under section 7 of the Education Act (1996) to ensure your child attends school regularly.
Amendments to the 2006 Regulations in Education (Pupil Registration) came into force in September 2013. The amendments make it clear that Headteachers MAY NOT grant any leave of absence during term time unless there are exceptional circumstances.
Before completing this application, we would advise that you consider very seriously how the absences will affect your child’s education. The government advises that any absence after a refusal of leave of absence must be recorded as unauthorised by the school on the student’s records. As you may be aware an accumulation of unauthorised absences may result in legal proceedings against you either through a Penalty Notice or the Magistrates’ Court.
Penalty Notices
Section 23 of the Anti- Social Behaviour Act 2003 introduced amendments to Section 444 of the Education Act 1996 to empower designated Local Authority officers, Head teachers (and Deputy or Assistant Head teachers authorised by them), and the Police to issue Penalty Notices (PNs) to help tackle irregular school attendance and unauthorised absences. An unauthorised absence is any absence for which the school has not given permission or for which the parent/carer has been unable to provide a reason that is acceptable to the school. 
Unless the issuing of a Penalty Notice would conflict with other intervention strategies in place or other sanctions already being processed, we may issue a Penalty Notice for any unauthorised absence where the student has been:
· Absent or late for 10 or more half-day sessions (five school days) during 100 possible sessions ( a rolling 10 school week period) A session is a morning or afternoon registration session, meaning two sessions in an ordinary school day, these do not need to be consecutive.
For each case of unauthorised absence, the school will decide whether a Penalty Notice is issued to one or more parents/carers for each child. The Penalty Notice is presumed to be served on the parent to whom it is sent on the second working day after it was posted.
For a first offence, if a parent pays the Penalty Notice within 21 days from the date it is served the sum due from the parent to discharge the Penalty Notice is £80.
The parent can still pay the Notice after 21 days, but the payment increases to £160. This must be paid before 28 days have passed from the date of service. If a parent pays the amount due within the times set out above, then no further action will be taken against that parent for the offence on the date(s) set out in the Penalty Notice. If the fine remains unpaid Lincolnshire County Council will consider prosecution for the non-attendance. For a further offence within a three-year rolling period, the payment will be £160. There is no discretion permitted for early payment. All payments must be made to the Local Authority.
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