[image: image1.jpg]" Infant School

Learn | Grow | Achieve




Blue Gate Fields Infant School
 Leave in Term Time
Policy
Agreed by staff and governors
                     March 2025
              Review Date March 2027
                    Please read in conjunction with attendance Policy.
                   This policy is the responsibility of the Head teacher
In March 2013 Governors adopted the Penalty Notice Scheme Protocol and informed all parents of this fact in writing. Where a child has 5 days or more unauthorised leave in term time, a penalty notice will be issued. Parents are informed of this when applying for leave in term time. The full cost of a Penalty Notice is (From August 2024) £80 payable within 21 days or £160 if paid within 28 days. 

Holidays / visiting relatives
Parents are expected to arrange holidays or visits to relatives during holiday periods so that the child’s education is not disrupted. The tower Hamlets policy and Blue Gate Fields Infant School Policy is that requests for holidays or visits to relatives will not be authorised.  
Other reasons for leave in term time.

Requests for leave in term time for any other reason will only be agreed in exceptional circumstances and for the shortest possible period. 

The governing body has authorised the Headteacher to act on its behalf. The governors expect applications for leave in term time to be refused,

In exceptional circumstances discretion may be appropriate, although this will rarely happen and no more than 10 days will normally be agreed. 

Application for Leave

Parents must complete a form from the school at least 10 days in advance. They must provide supporting evidence of the exceptional circumstances and why the leave must be taken in term time instead of school holidays. All applications will be considered carefully, including how the pupil’s educational progress will be affected. 

When the request for leave involves travelling abroad, parents are asked to include a copy of the tickets with their request. 

Losing the school place

Parents are responsible for returning their child to school on time. If a child is absent for more than 20 school days, the pupil’s name will be removed from the register.  Admissions are co-ordinated by Pupil Admissions and it is unlikely that a child losing their place will be reallocated a place at Blue Gate Fields.

If the school is notified that a child or family member has been taken ill abroad, thus delaying the return to school letters from clinics and medical centres will not be accepted as medical evidence and the school place will still be lost.

The Leave in Term Time policy was approved by governors in March 2025 and signed by the chair of governors.
……………………………….. …………………. Chair of governors.

…………………………………………………….  Date

It will be reviewed in March 2027 or sooner in the case of new information, changes or legislation. 
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Blue Gate Fields Infant School
I would like to apply for leave from school for exceptional circumstances. I am aware that if the application is not approved, any leave will be unauthorised. A Penalty Notice will be served if a child has five or more days unauthorised absence. The full cost of the penalty notice is £80 payable within 21 days or £160 if paid within 28 days.
Child’s name……………………………………………………                   Class………………………………………………….

Date of birth…………………………………………………………

Address………………………………………………………………               Telephone………………………………………….

………………………………………………………………………………..            Mobile phone…………………………………….

First day of absence from school…………………………

Return date………………………………………………………………….      Number of school days missed……………………….

Please attach details and supporting evidence of the exceptional circumstances to this form. These will be used in considering the application. 

Parent/ carer’s signature………………………………………………………..

Date……………………………………………………………………………………………..

------------------------------------------------------------------------------------------------------

To be completed by the school

1. This application has not been approved because there is insufficient evidence to show that the leave must be taken in term time. Any leave from school will therefore be unauthorised. 

Headteacher’s signature…………………………………………………….  Date…………………………………………….

Or

2. The application for leave has been agreed for ………………………. school days. Your child must return to school on ……………………………………………………..

Headteacher’s signature…………………………………………………….  Date…………………………………………….

If your child is absent from school for more than 20 school days he/she will lose their school place. You will then have to reapply for a school place, and your child may not be able to return to Blue Gate fields Infant School. 
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