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Hall Green Primary School,

Westminster Road,

West Bromwich,

West Midlands,

B71 2JQ.

Tel:     0121 588 2080

Fax:    0121 588 2218

Email: kim.heng@hallgreenprimary.co.uk
18th September 2017
Leave of absence request forms

Dear Parents and carers,

As promised here is further information and guidance about Leave of absence request forms and the process.

Sandwell Attendance and Prosecution Service have directed us on how these forms should be completed and the process we should follow for submitting the forms to their service.

Sandwell Attendance and Prosecution Service have issued all schools with a new Leave of Absence Request Form and guidance notes for schools and parents.

What this means for you;

To make life a little easier we have taken the main points from their directives to all head teachers. These are effective from 1st September 2017.
· The new Leave of absence form is available from the school office and a copy will be available on our website.

· Only the adult that the child normally lives with can request a leave of absence.

· We have been told that we should not help you complete these forms.

· We have to give you all 4 pages of the form including all of the guidance which you must read before completing the form.

· We cannot accept incomplete forms.

· All schools have to been told to set a timescale to accept forms. At Hall Green you will need to hand the form in, fully completed, at least 10 school days before the leave of absence.

· Any forms handed in late (after 10 school days) cannot be accepted and will be automatically unauthorised.

· All schools have also have been told to set a timescale to send a response to your form. At Hall Green we will respond within 5 school days after you submit the form.
· The response from school will be sent in a letter to you.
· The form states that if you take your child on an unauthorised leave of absence a penalty notice can be requested to be issued to you (a fine of £120 in respect of each child and each parent/carer and/or be subject to further legal proceedings in the magistrates court).
There are further guidelines explaining ‘exceptional circumstances’ along with other information, please read the attached notes on the back of this letter which you will already be familiar with.
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YOUR CHANCE TO SHINE

