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“Live, love and learn together in the light of Christ.” 

 

 

                                                LEAVE OF ABSENCE IN TERM-TIME 
 
 

3rd December 2019 
Dear Parent/Carer, 
 
Last academic year, 1084 sessions (542 days) of learning were lost to pupils taking leave of absence for a holiday 
during term time. St Francis of Assisi Church of England Primary School is building foundations for your child’s 
future educational achievements and social development. Therefore, regular attendance is very important as this will 
ensure that your child gains the maximum benefit from their education entitlement. If your child is absent, they will 
be missing a very important part of their education and can quickly fall behind. 
 
From the 6th January 2020, St Francis of Assisi Church of England Primary School will be following Local Authority 
penalty notice procedures for unauthorised leave of absences taken in term-time. The need for this procedure 
has been discussed at length in a number of meetings and the decision has been made by the school’s governing 
body.   
 
Applications for leave of absence in term-time must be submitted to school at least four school weeks prior to 
the leave being taken.  The application will be considered by the head teacher following government and local 
authority guidance and you will be informed of the decision by post prior to the leave being taken. 
 
Leave of absence in term-time will only be authorised in exceptional circumstances.  Please refer to the school 
attendance policy for further guidance.  Supporting evidence must be submitted with the leave of absence 
application.  Leave of Absence in term time for a family holiday is not exceptional circumstances. 
 
Please be aware that should leave of absence be taken without the permission of the head teacher, then the 
absence will be unauthorised and you may be issued with a penalty notice following local authority procedures. 
Late submissions of leave of absence forms and/or leave of absence taken without schools prior knowledge and 
permission may also be subject to penalty notice procedures. 
 
Pupils who have 20 consecutive school days of unauthorised absence may be at risk of losing their school place. 
Holidays booked prior to the 3rd December will not be subject to penalty notice procedures if evidence of the 
booking is submitted with the leave of absence application. 
 
For your information, the penalty is £60 per parent, per child if paid within 21 days of receipt of the notice, 
rising to £120 per parent, per child if the penalty is paid after 21 days but within 28 days of receipt of the notice. 
If the penalty is not paid in full by the end of the 28 days, then the local authority must either prosecute under 
Section 444 of the Education Act 1996 for the offence to which the notice applies or withdraw the notice. Further 
information is available at:   https://www.gov.uk/school-attendance-absence 

 
If you would like to discuss the content of this letter, please make an appointment to speak with Mrs V Pearson, 
Education Welfare Officer or a member of school staff.  
 
Yours sincerely, 

 
Mrs V Pearson    Mrs L Probets  Father C Roundtree 
Education Welfare Officer  Head Teacher  Chair of Governors 

https://www.gov.uk/school-attendance-absence

