


	Student Details

	Name
	
	Date of birth
	
	Form
	

	Address

	Contact Numbers
	

	Sibling Details (or other children living in the household)

	Name
	
	Date of birth
	
	School
	

	Name
	
	Date
of birth
	
	School
	

	Name
	
	Date of birth
	
	School
	



	I request permission for my child to be absent from school: -

	First Day of Absence
	
	Date of Return
	
	Total School Days
	

	Reason for request

	Parent’s contractual conditions (a letter from employer must accompany this application)
	

	Service personnel returning from a tour of duty abroad (a letter from the Service Welfare Officer must accompany this application)
	

	Child or parent’s rehabilitation of medical/emotional issues (a letter from your GP must accompany this application)
	

	Emigration investigation (some form of evidence should be included with this application)
	

	Family wedding or funeral out of the area and is part of a family holiday
	

	Exceptional and unforeseen circumstances (please include, on a separate
sheet, reasons for requesting a term time holiday under this provision)
	



	Declaration

	I have read The Term Time Holidays Information for Parents and understand I will receive a
penalty notice if my child receives Unauthorised school absence.

	Signed: (Parent/Carer)
	Date:
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Penalty notices for non-school attendance
You have to get permission from the headteacher if you want to take your child out of school during term time. You can be fined for taking your child on holiday during term time without permission from the head teacher of the school.
You can only take your child out of school in term time if:
· you make an application to the headteacher in advance (as a parent the child normally lives with)
· there are exceptional circumstances
It is up to the headteacher how many days your child can be away from school if leave is granted.
What happens if I receive a penalty notice?
An initial fixed penalty notices of £60 is issued to each parent for each child (so a two-parent family with two children would be fined £240).
Penalty notice costs
	​When you pay
	​Amount to pay

	​Payment within 21 days
	​£60

	​Payment within 22 days and 28 days
	​£120


Pay a penalty notice
You can pay by credit or debit card using our online payment form.
 
North Northamptonshire Council and West Northamptonshire Council have now replaced the county's eight previous councils.
If you have received a penalty fine with a reference starting with ‘N-‘ as well as a reference starting with ‘W-‘, you will have to complete the form separately to pay for these fines.
Make a school non-attendance payment
Please note:
· payment is acceptance of liability
· you must enter each penalty notice number individually if paying more than one penalty charge (if you have penalty notice numbers that start with a 'W-' and 'N-' you must pay for these through the form separately)
· we do not accept payment by instalments
· there is no right of appeal (any queries about this notice should be made to the Education Inclusion and Partnership Team whose details are on part 1 of the penalty notice)
Can I appeal?
There is no statutory right of appeal once a penalty notice has been issued.
What happens if I don’t pay?
If we do not receive payment within 28 days from the issue of the penalty notice you may be prosecuted for the offence of irregular attendance and could be subject to a fine of up to £1,000 on conviction per child and / or a parenting order or a community service order and also costs.
Can I be prosecuted if I pay the penalty notice?
You cannot be prosecuted for the period of absence identified in the penalty notice. You may subsequently be prosecuted for further periods of unauthorised absence from school. Each case is considered on an individual basis.

Further penalty notice information - how are they issued and who issues them





	For School Use Only

	The school has considered your request for leave of absence and your child’s absences will be recorded as follows: -

	
Number of Authorised Days
	
	
Number of Unauthorised Days
	
	
Number of Unauthorised absences to date:
	

	Signed:
	
Position:
	
Date:



Original signed and completed forms to be retained with pupil’s records.
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