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Application for Extended Absence

An application form for extended absence must be completed for all term time leave. At Highfields Primary School we are
unable to authorise any term time leave of absence for a child regardless of attendance. The Head teacher is only able to
authorise the absence in very exceptional circumstances. If your child has unauthorised leave you will either be issued with a
PENTALTY NOTICE of £120 per child per parent (discounted to £60 per parent per child if paid within 21 days) or your case will be
referred by the Local Authority directly to the Magistrates’ Court.

May we remind families that they are expected to use the 13 weeks school holiday closure during the year for the purposes of
family holidays, family weddings, visits to relatives or travelling abroad for medical treatment. These are not considered as
exceptional circumstances.
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State reason for request as fully as possible:

It is understood that if absence is taken without authorisation:

e  Your child may be removed from the school roll resulting in you having to reapply for a school place. There will
be no guarantee that a place will be available at a school of your choice.

e A PENALTY NOTICE of £120 per child per parent (discounted to £60 per parent per child if paid within 21 days) will
be issued. Or your case will be referred by the Local Authority directly to the Magistrates’ Court.

I confirm that | have read and understood the information regarding the consideration of any request.
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Any exceptional circumstance to consider? Evidence seen?
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Fixed penalty notice to be issued Yes /No

It is understood that if absence is taken without authorisation:

e Your child may be removed from the school roll resulting in you having to reapply for a school place. There will be no
guarantee that a place will be available at a school of your choice.

e A PENALTY NOTICE of £120 per child per parent (discounted to £60 per parent per child if paid within 21 days) will be issued.
Or your case will be referred by the Local Authority directly to the Magistrates’ Court.

Travel documents provided and a copy retained
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