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Term Time Holidays Guidance for Schools
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1.
Introduction

It is well recognised that good, consistent attendance at school is crucial to a child or young person’s future prospects. Reducing absence from school continues to be a priority both nationally and locally, because missing school damages pupils’ attainment levels, disrupts school routines, affects the learning of others and can leave young people vulnerable to anti-social behaviour and crime.

Both locally and nationally, term time holidays continue to be a major cause of absence from school. According to recent data, term time holidays represent 20% of all authorised absence in primary schools, and 10% of all authorised absence in secondary schools in Kirklees. Term time holidays are the second most common cause of authorised absence, after illness.

Data from the National Primary Strategy underscores the overall impact that attendance does have on attainment. Differences of more that 20 and 30 percentage points are stark reminder of the value of ’being there’.  Whatever other benefits may or may not accrue, holiday absence in the first five half terms certainly cannot enhance a pupil’s social or academic progress.  We all need to reinforce the message that ‘every lesson counts ‘.

Reflecting these continuing concerns, the Department for Children, Schools and Families (DCSF) issued revised guidance in October 2007, strengthening the view that, as a general rule, children should not be taken out of school for the purposes of a holiday. 

This document has been produced to take into account the revised guidance from DCSF, and to take into account changes to the Kirklees Code of Conduct on the issuing of Penalty Notices, which itself was revised in November 2007.

2. The Kirklees Approach

Headteachers and Governors in Kirklees have stated the need to have a common approach to tackling this problem, some have commented that their individual efforts to tackle this problem are sometimes undermined by a different and more lenient approach taken by a neighbouring school or one within the local community. The reason for this is because not all Headteachers believe this represents a problem for themselves, their school, the local community or Kirklees as a whole.

This has prompted the Children and Young People Service (Ch&YPS) to produce this guidance setting out the decisive measures we need to take collectively if we are to tackle this problem. 


Should you need further information about this guidance please contact:

Nick Bartholomew

Education Social Work Manager

Tel: 01924 32 (861) 6004

 Nick.bartholomew@kirklees.gov.uk

Lorraine Absolon

Behaviour & Attendance Consultant

Tel:

Lorraine.absolon@kirklees.gov.uk

2.
DCSF Guidance

New guidance issued by the Department for Children, Schools and Families (DCSF) in October 2007 has strengthened the view that, as a general rule, children should not be taken out of school for the purposes of a holiday. 

In relation to family holidays and extended holidays, DCSF’s “Guidance on applying the Education Pupil Registration Regulations – October 2007” distinguishes between special circumstances and exceptional circumstances. The guidance states that:

1. Time off school for family holidays is not a right.  Schools have discretion to allow up to 10 days absence in a school year for a family holiday if they believe that the circumstances warrant it.

2. Schools may agree up to 10 days “holiday leave” in special circumstances, such as, for example:

· for service personnel and other employees who are prevented from taking holidays outside term-time if the holiday will have minimal disruption to the pupil’s education; and

· when a family needs to spend time together to support each other during or after a crisis.
3. Holidays which are taken for the following reasons should not be authorised :

· availability of cheap holidays;

· availability of the desired accommodation;

· poor weather experienced in school holiday periods; and

· overlap with beginning or end of term.

4. It is for head teachers to determine if the request is reasonable. Each request can only be judged on a case by case basis, and we expect that head teachers will use their discretion sparingly. Head teachers should not fetter their discretion by applying policies (for example, blanket bans) which prevent assessment of each application on its individual merits.

5. In exceptional circumstances, schools can approve more than 10 days holiday leave - called extended leave of absence or extended holidays.  However, it is worth discussing with parents whether their plans could be changed to overlap with school holidays and thereby reduce the effect on their child’s education.

6. Safeguarding children’s welfare. In a small number of cases schools could have concerns about a pupil’s welfare, such as that the pupil will be forced into marriage whilst abroad. In such cases, the school should seek support from their local authority. For more information and guidance on this, please refer to section 5 of the online Local Safeguarding Children Boards Procedure Manual.

Where family holidays or extended holidays are taken without proper authorisation, the Guidance states that schools may respond as follows:

· If the local Code of Conduct allows, parents can be given a Penalty Notice or prosecuted for periods of unauthorised holidays.

· Schools can only delete pupils from the registers who fail to return on the date they were expected back from extended leave if they fail to do so within 10 school days. However, the school must check that the pupils do not have a good reason for their absence, such as disrupted travel arrangements or illness, before deleting the pupil. The school and its local authority must make reasonable enquiry to locate the pupil before the deletion is made.

3.
Guidance for Kirklees Schools

According to recent data, term time holidays represent 20% of all authorised absence in primary schools, and 10% of all authorised absence in secondary schools in Kirklees. Term time holidays are the second most common cause of authorised absence, after illness.

The Council’s view is that, as a general rule, children should not be absent from school for the purposes of a holiday. Therefore, there is an assumption that term time holidays will not be authorised, unless the circumstances are special or exceptional. 

When deciding whether or not to authorise the absence, head teachers may take the following into consideration:

· The reasons for the holiday;

· The wishes of the parent(s);

· The age of the child and their educational stage;
· The time of year for the proposed holiday (for example if it is near to any exam dates);

· The child’s overall attendance record, including any holidays already taken in term time;

· The child’s ability to catch up on work missed.

3.1
Good Practice

In line with DCSF guidance, it is good practice to respond to all requests for leave of absence in writing, giving the reasons for the decision. It is particularly important that letters approving a request clearly state:

· the expected date of return;

· That the parents are expected to contact the school if anything delays the pupil returning to school when expected; and

· What action will be taken if the pupil fails to return when expected.

Similarly, a letter refusing a request should explain the reasons for the refusal and what action will be taken if the parents ignore the refusal and keep their child away

Should the parent(s) take family holidays/extended leave without prior permission, the school should also put this in writing, explaining the consequences.

In the majority of first offences, and depending on circumstances, a warning letter from the school should be sufficient, unless there is clear evidence that parents understood that an offence would be committed if they took the pupil out of school during term-time. 

Examples of all such letters are included at the end of this guidance, and are also available on Ednet under Management/Attendance.
3.2
Recording the absence

From September 2006 the appropriate coding will be 

H – family holiday (agreed) 10 days only

G – family holiday (not agreed or days in excess of agreement)

F – extended family holiday (agreed)

3.3
Deletion from the register

In order to minimise the unnecessary transfer of pupils across schools, Kirklees Council does not recommend deleting pupils from the register but instead supports the use of Penalty Notices for periods of unauthorised holidays, where appropriate.

Therefore, in cases of unauthorised holidays/extended leave, pupils should only be deleted from the register under the following circumstances:

· Permission was not requested by the parent(s) for any part of the leave;

· The pupil has been absent for more than 20 school days, 

· Extensive enquiries by the school and the Education Social Work Service have been unable to determine that the pupil will return.

The school may then delete the pupil from the school registers and, if it does so, it must transfer the pupil’s information to the Lost Pupil Database via the s2s website as a safeguard against the child missing his/her education.

3.4
Penalty Notices for Unauthorised Holidays

DCSF’s “Guidance on Education-related Parenting Contracts, Parenting Orders and Penalty Notices – September 2007” states that all Penalty Notices must be issued in accordance with the Local Code of Conduct.

The Kirklees Code of Conduct was revised in November 2007. A copy of the Code is available on Ednet, under Management/Attendance. Under the Code, all Kirklees schools are required to have a written school attendance policy which includes:

· The school policy in relation to term time holidays;

· The criteria to be used when deciding whether to authorise holiday absence;

· The information required from parents requesting term time holiday;

· The sanctions to be used if agreements are not kept - this could include requesting that a penalty notice be issued.

A summary of the school’s policy on term time holidays must be included in the school brochure/prospectus and parents should be reminded annually of the policy and of the procedure to request term time holiday or other exceptional leave.

Under the revised Code, Penalty Notices may be issued:

· If parents have not sought permission from the head teacher before taking their child out of school for a holiday in term-time;

· If the head teacher has refused the request but the absence occurs anyway;

· If a pupil has not returned to school by the agreed date with no satisfactory explanation;

      AND

· Where the absence has been recorded by the school as unauthorised in the attendance register on at least 10 sessions (5 school days) during the current term.

Penalty Notices will not be issued for term-time holiday unauthorised absences of less than five days unless there has been a previous offence, in the previous 2 years, by the same parents.

In the majority of first offences, a warning notice will be sent, unless there is clear evidence that a Penalty Notice is warranted. 

3.5
Procedure for requesting a Penalty Notice

Pro-forma documentation for requesting a Penalty Notice is included at the back of this guidance, and is also available on Ednet under Management/Attendance. Please complete the following forms to request a Penalty Notice:

· Form PNS1. Please note that the first and last names of both parents/carers are needed, as Penalty Notices are issued against both parents/carers;

· Form PNS2. This is a pro-forma witness statement and will be needed if the Penalty Notice is unpaid and prosecution follows. The statement only needs to be brief – confirmation that the holiday/leave was not authorised or that the child did not return by the due date;

· Form PNS3. This is an attendance certificate specifically for holiday absence, and will also be needed if the Penalty Notice is unpaid and prosecution follows.

Please also submit a copy of the letter to the parents/carers advising them that the holiday request had been refused (if applicable), and/or a copy of the letter to the parents/carers advising them that a Penalty Notice will be issued to each parent of each child. Please note that the Local Authority will NOT issue a Penalty Notice without copies of such letters, as there needs to be clear evidence that the parents were fully aware of the potential consequences of the unauthorised absence. 

3.6
Prosecution

The school will be notified in writing whether or not the Penalty Notice has been paid. 

Should the Penalty Notice not be paid, the Local Authority will submit the witness statement (PNS2) and the attendance certificate (PNS3) for prosecution in the Magistrate’s Court. The school will be informed in writing of the outcome of the prosecution. 
Nick Bartholomew – May 2008

PRO-FORMA DOCUMENTATION

PNS1 – Penalty Notice request form

PNS2 – Pro-forma witness statement

PNS3 – Certificate of attendance

PRO-FORMA LETTERS

PNS4 – Leave authorised

PNS5 – Leave not authorised

PNS6 – Warning letter – absence not authorised

PNS7 – Penalty Notice letter – absence not authorised

PNS8 – Warning letter – did not return by due date

PNS9 – Penalty Notice letter – did not return by due date

  PNS1 -  Request for a Penalty Notice for a Term time holiday

(NOTE : Penalty Notices are issued against both parents/carers. Full names are essential)

Parent/Carer 1 :   First Name ……………………… Last Name …………………………………

Address: ………………………………………………………………………………………………..

Parent/Carer 2 :   First Name
…………………. Last Name ………………………………….

Address: ………………………………………………………………………………………………..

Pupil :    First Name ……………………….               Last Name …………………………………

Ethnicity …………………………… School: …………………………………………………………

Information about this term time holiday absence:

Was permission for this absence requested in advance by the parent?     

Was permission given?

Dates of the unauthorised absence: 

Dates of any absence you have authorised:

Signed: ………………………………………… Head teacher           Date: ……………….

Please forward this form to Head of Education Social Work together with:

· Form PNS2 (witness statement), which will be used in court proceedings should the Penalty Notice not be paid;

· Form PNS3, (attendance certificate), signed by the headteacher, covering the period of the absence. This will also be used in court proceedings should the Penalty Notice not be paid;

· A copy of the letter to the parent(s) advising them that the holiday request has been refused (if applicable);

· A copy of the letter to the parent(s) advising them that a Penalty Notice will be issued.


Form PNS2 – Pro-forma witness statement

	WITNESS STATEMENT 

Criminal Procedure Rules,  r27.1(1) 

Criminal Justice Act 1967, Section 9, MC Act 1980 s.5B 

Statement of:
                                                        Age if under 18:
Over 18    
Occupation:



	This statement (consisting of … pages each signed by me) is true to the best of my knowledge and belief and I make it knowing that, if it is tendered in evidence, I shall be liable to prosecution if I have wilfully stated anything which I know to be false or do not believe to be true.  
Signature:                                                                      Date :



	STATEMENT IN RESPECT OF:
……………………………………..

(Full names of each parent/carer to be included here)

(Full name and date of birth of the child to be included here)

(Dates of any authorised and the unauthorised absence to be included here)

(All  reasons for taking the decision to issue the penalty notice to be included here)

I confirm that

· This school has a written attendance policy in place which includes procedures in relation to term time holidays.

· A summary of the term time holiday policy is included in the brochure (or provided separately as an addendum).

· Parents of all children on roll at the school have had information about the policy for authorising term time holiday absence at the school during the current academic year.

· The absence to which this request refers is recorded as unauthorised in the school register.
Signature________________________  Signature Witnessed by ___________________




Form PNS3 – KIRKLEES COUNCIL – ATTENDANCE CERTIFICATE FOR TERM TIME HOLIDAYS

School Name: ………………………………………………………………………………

I HEREBY CERTIFY that: …………………………………………… , 

the child of……………………………………… and ………………………………………………

residing at:

…………………………………………………………………………………………………………

………………. ………………………………………………………………………………………. 


is on the Register of the above school. The child’s date of birth from the admissions register is…………………………

I also certify that he/she was absent from school without authorisation between the dates of ……………. and  ……………….      

Given under my hand this ……………………day of …………………………. 200      

......................................................................................

HEAD TEACHER OF THE ABOVE-NAMED SCHOOL

(PNS 4 - TERM TIME HOLIDAY REQUEST AUTHORISED)







 

Name

Address etc.

Dear  (Name of Parent/s)

Re: Term time holiday request for ………………. 

Following your recent request for …………….to be allowed term-time holiday, I am writing to confirm that I have authorised this planned absence, from ………to ………..

However, I must point out that the school strongly discourages holidays in term time, as ……………………………

I must also draw your attention to the school’s attendance policy. This makes it clear that if a holiday is taken in term time which has not been authorised, a Penalty Notice may be issued. 

The Penalty Notice is for £50, for each parent of each child, if paid within 28 days, and £100 if paid after this date but within 42 days.

Yours sincerely

(PNS5 - TERM TIME HOLIDAY REQUEST NOT AUTHORISED)







 

Name

Address etc.

Dear (Name of Parent/s)

Re: Term time holiday request for ………………. 

Following your recent request for …………….to be allowed term-time holiday, I regret that I am unable to authorise this absence. My reasons are as follows:

 - 

 - 

 - 

Should you continue with your plans for ……………….

I must draw your attention to the school’s attendance policy. This makes it clear that if a holiday is taken in term time which has not been authorised, a Penalty Notice may be issued. 

The Penalty Notice is for £50, for each parent of each child, if paid within 28 days, and £100 if paid after this date but within 42 days.

Yours sincerely

(PNS6 - ABSENCE NOT AUTHORISED – WARNING LETTER)







 

Name

Address etc.

Dear (Name of Parent/s)

Penalty Notice Warning – term time holidays

It has come to my attention that ………………has taken ….. days leave in order to go on holiday from ……………….  To ……………………. This holiday absence was not authorised by the school.

The school’s attendance policy makes it clear that parents must seek permission in writing from the head teacher in advance should they wish to take students out of school for a holiday, and that if a holiday is taken in term time which has not been authorised, a Penalty Notice may be issued. 

The Penalty Notice is for £50, for each parent of each child, if paid within 28 days, and £100 if paid after this date but within 42 days.

On this occasion I have decided not to issue a Penalty Notice against you. You should consider this letter as a warning that any further holidays taken in term-time without prior permission will lead to such action being taken against you.

Yours sincerely

(PNS7 - ABSENCE NOT AUTHORISED – PENALTY NOTICE LETTER)







 

Name

Address etc.

Dear  (Name of Parent/s)

Penalty Notice for Term Time Holidays 

It has come to my attention that ………………has taken ….. days leave in order to go on holiday from ……………….  To ……………………. This holiday absence was not authorised by the school.

The school’s attendance policy makes it clear that parents must seek permission in writing from the head teacher in advance should they wish to take students out of school for a holiday, and that if a holiday is taken in term time which has not been authorised, a Penalty Notice may be issued. 

As you did not request permission for this holiday, the school will be arranging for a Penalty Notice to be issued against you. You will receive notification from Kirklees Council in due course.

The Penalty Notice will be issued to each parent of each child. Each Penalty Notice will be for £50 if it is paid within 28 days, it will increase to £100 if paid after 28 days but within 42 days.

Failure to pay the penalty notice could result in Kirklees Children and Young People Service starting legal proceedings against you for the offence of not ensuring your child’s attendance at school.

Yours sincerely

(PNS8 - DID NOT RETURN BY DUE DATE – WARNING LETTER)







 

Name

Address etc.

Dear  (Name of Parent/s)

Penalty Notice Warning – term time holidays

It has come to my attention that ………………did not return from the authorised holiday by the agreed date. This means that  ……….days of this absence have been treated as unauthorised.

The school’s attendance policy makes it clear that parents must seek permission in writing from the head teacher in advance should they wish to take students out of school for a holiday, and that if a holiday, or part of a holiday, is taken in term time which has not been authorised, a Penalty Notice may be issued. 

The Penalty Notice is for £50, for each parent of each child, if paid within 28 days, and £100 if paid after this date but within 42 days.

On this occasion I have decided not to issue a Penalty Notice against you. You should consider this letter as a warning that any further unauthorised holidays taken in term-time will lead to such action being taken against you.

Yours sincerely

(PNS9 - DID NOT RETURN BY DUE DATE – PENALTY NOTICE)







 

Name

Address etc.

Dear  (Name of Parent/s)

Penalty Notice for Term Time Holidays

It has come to my attention that ………………did not return from the authorised holiday by the agreed date. This means that  ……….days of this absence have been treated as unauthorised.

The school’s attendance policy makes it clear that parents must seek permission in writing from the head teacher in advance should they wish to take students out of school for a holiday, and that if a holiday, or part of a holiday, is taken in term time which has not been authorised, a Penalty Notice may be issued. 

As you did not request permission for this part of the holiday, the school will be arranging for a Penalty Notice to be issued against you. You will receive notification from Kirklees Council in due course.

The Penalty Notice will be issued to each parent of each child. Each Penalty Notice will be for £50 if it is paid within 28 days, it will increase to £100 if paid after 28 days but within 42 days.

Failure to pay the penalty notice could result in Kirklees Children and Young People Service starting legal proceedings against you for the offence of not ensuring your child’s attendance at school.

Yours sincerely
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This document (and attendance proformas) is available on Ednet: (insert link)








For Administrative use only


 


Issue Penalty Notice      (  (copy this form to school)           


Warning letter          (   (copy warning letter to school)	





Authorised by   ……………………………………………………….     Date ……………………………	
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