

Example Letter – Unauthorised Response to Term Time Leave Request  




Date

Name and Address of parent




Dear Parent

Re: Child Name:    xxx     DOB: xxx      School: xxx



Thank you for completing the term time leave request form as per procedure. 

The Education (Pupil Registration) (England) Regulations 2006 was amended in
September 2013. The amendments made clear that Head teachers may not grant any leave of absence during term time unless ‘exceptional circumstances’ exist. 

We have considered your application carefully and the reasons for the absence you have highlighted, however on this occasion we do not believe that the explanation provided can be justified as “exceptional circumstances”.  

Should you still decide to continue to take your child out of school during term time, then please note that the absence will be recorded as ‘G’ denoting an unauthorised term time leave.

If unauthorised absences are recorded, a Penalty Notice Fine can be issued by the Local Authority to each parent/carer in respect of each child who is absent from school. If this is your first penalty notice, then the amount of the penalty is £80 if paid within 21 days or £160 if paid within 22 to 28 days. If this is your second penalty notice since 19th August 2024, then the amount of the penalty is £160. Failure to pay will result in legal proceedings being initiated under Section 444 of the Education Act 1996. 

Please note if 2 Penalty Notices have been issued to a named parent in relation to the same child since the 19th August 2024 (over a 3-year period), then prosecution in relation to Section 444 Education Act 1996, may be considered as an alternative to a Penalty Notice fine being issued. 

See graph for example;
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Should a child be absent for term time leave for an extended period during term time (20 days or more) not authorised by the school, prosecution in relation to Section 444 Education Act 1996, may also be considered.


Yours sincerely



Attendance Officer / Head of Year / Head teacher or other relevant Pastoral Personnel 
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Three - Year Period    

First   Term Time Leave    10 sessions (5 days) or more.  Second   Term   Time Leave    10 sessions (5 days) or more.  Third   Term   Time Leave    10 sessions (5 days) or more.  

£80   for each child   per parent.    If you don’t pay after 28 days  =  a prosecution.     £160   for each child   per parent.        If you don’t pay after 28 days =  a prosecution.    Prosecution.   

 

E.g. if two parents take 3  children away, the fine  would be £160 x 3 = £480  per parent.    The total would be  £960.     

E.g. if two parents take 3  children away, the fine  would be £80 x 3 = £240  per parent.    The total would be  £480.    If you pay after 21 days it  rises to  £960.    


