Appendix 3: Example reply to leave of absence request
Dear Parent’s name,
RE: Absence during term time – Child Name (Child DOB)
Thank you for your application for absence in term time for Child’s name. Whilst we appreciate your circumstances, Swanmore College do not approve any absences during term time unless they are due to exceptional circumstances as per the guidance from the Department of Education.
The rationale behind this decision is that the Government has provided evidence that satisfactory progress at school is highly dependent on attendance.
Swanmore College works closely with the Inclusion Support Service and if you choose to take your child out of school for the above unauthorised leave, we will notify the local authority and further action including legal action may be considered.
Please note that such a Penalty is issued to each parent for each child taken out of school. A Penalty Notice is a fine of £80 which increases to £160 if not paid within the first 21 days.
Thereafter if the Penalty remains unpaid after 28 days this may result in legal action be taken against you. Parents have a duty to ensure their child’s regular attendance at school and failure to do so is an offence under Section 444(1) of the Education Act 1996.
I have noted the dates that Child Name will be absent from Swanmore College, Dates of leave and the registers will be marked with the G code (unauthorised family holiday) for this period.
If you would like to discuss the matter further, please contact the school on attendance@swanmore-sec.hants.sch.uk.
Yours sincerely


Headteacher

