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Our Ref:  EA/JW
Date as postmark
Dear Parents and Carers

REQUEST FOR EXCEPTIONAL LEAVE

Newfield School is committed to raising the profile of attendance and its link to achievement.  It is important, therefore, that we work with families to ensure that students attend school on time, every day, and you can play your part by not taking your son/daughter out of school for holidays during term time.

Regular school attendance is essential if students are to maximise their educational opportunities.  The Local Authority and Newfield School have a responsibility to provide the best education possible but we can only do this if students attend regularly.  Taking time out of school for holidays is disruptive; it can also be difficult to catch up on work missed.  This is especially true in Years 10 and 11 when controlled assessments (which count towards the final exam mark) take place throughout the year and missing these significantly impacts on the final grade.

We are required to draw your attention to government regulations:

Under Section 444 of the 1996 Education Act you have a legal obligation to ensure that your child attends school regularly.  Taking unauthorised term time holidays and/or persistent absence may make you liable for a Penalty Notice.  The penalty is a £60 fine if paid within 21 days rising to £120 within 28 days of receipt of the notice.  If the penalty is not paid in full within the 28 day period Sheffield City Council may prosecute.  This could result in a fine of up to £1,000 plus costs.

Therefore, holidays that are taken during term time will be counted as ‘unauthorised absence’ which can result in action being taken and can lead to parents and carers being fined. 

Please note that this applies to ‘routine’ family holidays and not to leave of absence due to exceptional circumstances.  Therefore, it is important that you give full reasons for your request to take your child out of school so that a decision can be taken as to whether the absence will be authorised or not.
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Yours sincerely

Emma Anderson
Headteacher
                                            REQUEST FOR EXCEPTIONAL TERM-TIME LEAVE (one form per child)

	Name of Student

Siblings in this or other schools 

(name, dob, name of school)


	Name of Parents or Carers

Telephone No

Email

	Dates of exceptional leave request      From                                                   To



	Why are you requesting an exceptional leave of absence during term time?

Where will you be staying during the leave period?  Only complete if staying with extended family and provide the full address and emergency contact details (UK and Abroad):

UK:                                                                                           Abroad:



	· I confirm that the information on this form is true
· I agree to keep the school informed of any changes to my travel arrangements or if my child is unable to return to school on the due date
· I am aware that if my child does not return to school by the date provided, he/she is at risk of losing their place at Newfield School
· I am aware that I may be fined and/or prosecuted for any time which my child is absent from school that has not been authorised by the Headteacher

	Parent/Carer signature


	Print Name and relationship to child
	Date


	FOR SCHOOL USE ONLY
	Date request received             

	Has the request been discussed with the parents/carers?        Yes  (       No  (             Date: 

No of school days requested:   

No of school days authorised:   

No of school days unauthorised:   

Attendance Team Recommendation:     Authorised                                       Yes  (       No  (             
                                                                         Penalty Fine recommendation    Yes  (       No  (          
                                                                         Signed:                                              Role:



	Headteachers Decision                                         Agreed                  Yes  (       No  (
· If no, new action to be taken:-     



	NEWFIELD SCHOOL
	Headteachers signature
	Date



	Date of decision letter sent to parents/carers:            


Newfield School


Lees Hall Rd 


Sheffield


 S8 9JP





                                              0114 255 7331  (  


� HYPERLINK "mailto:enquiries@newfield.sheffield.sch.uk" �enquiries@newfield.sheffield.sch.uk�  (  


� HYPERLINK "http://www.newfield.sheffield.sch.uk" �www.newfield.sheffield.sch.uk�  (





Headteacher:  Mrs Emma Anderson 


Chair of Governors: Mr Steve Chew
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