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	Shropshire Council
		Shirehall
		Abbey Foregate
		Shrewsbury
		SY2 6ND

		Ref: Interventions 
   
	Date:  29 April 2025 

Dear Headteacher,

Good afternoon everyone,

With the summer term now upon us I wanted to ensure that we are all thoroughly briefed and ready for one of the busiest periods ahead—leave of absence in term time. It's an area of guidance that can bring challenges and so it is crucial that we are clear and consistent in our messaging regarding leave of absence during term time.

As you may recall, last August, the Department for Education (DfE) released the "Working Together to Improve School Attendance" guidance. This new guidance has tightened the regulations around leave of absence, introducing stricter penalties that are transferable between terms and ensuring a more consistent approach across Local Authorities (LAs) in England. According to this guidance, the Local Authority can now issue a Penalty Notice within a 10-week rolling period for any unauthorised absences, including leave of absence.

The threshold for issuing a Penalty Notice is 10 sessions of unauthorised absence within a rolling period of 10 school weeks. A school week is defined as any week in which there is at least one school session. For example, this threshold can be met with any combination of unauthorised absences, such as 4 sessions of leave (G code) taken during term time and 6 sessions of arriving late after the register closes (U code), or unauthorised absences (O coded), all within a 10-week period. These sessions can be consecutive, like 10 sessions of leave of absence in one week, or non-consecutive, such as 6 sessions of unauthorised absence in one week and 1 session per week for the next 4 weeks. Additionally, the 10-week period can span different terms or school years, for example, 2 sessions of unauthorised absence in the Summer Term and a further 8 in the Autumn Term.

LATT (Leave of absence in term time) is defined as 10 sessions (5 days or more) with the G code applied in one period. This is a strict liability offence with no appeals process. Therefore, as headteachers, you must ensure that the evidence provided to you is factual at the time of: 1) unauthorising the absence and applying the appropriate unauthorised code; 2) signing the approval for the issue of the penalty notice; and 3) agreeing and signing for court action if the penalty notice remains unpaid for the offence of failing to attend school on a regular basis under Section 4441 of the Education Act 1996.

Parents have 28 days in total to pay the Penalty, on the 21st day at the lower rate of £80 then 7 days later it doubles to £160 on the 28th date. We have observed a significant increase in requests to reopen payment accounts once they close at midnight on the 28th day with no payment received. This has a considerable impact on our Business Support Team's functions. 
As of 1 April 2025, such requests were no longer approved. Additionally, we have also seen an increase in withdrawal requests from headteachers. As an LA, we report on these annually, and we are mindful that this year we may see a significant rise. 
Unfortunately, these requests cannot continue and if such circumstances do arise, we will be issuing an administration charge to the school of £80.00 per case.  We appreciate that this is a challenging area for many, but we must adhere to the guidance.

We remind you that leave of absence during term time is prohibited for the purpose of a family holiday. Only exceptional circumstances should be considered by the headteacher for the purpose of absence during term time. 
The challenge we face is that the new 'Working Together' guidance almost entirely prohibits granting leaves of absence for family holidays. For instance, going on holiday due to a difficult situation at home, while understandable, is still classified as a holiday and not deemed acceptable under the current guidance. In summary, parents should plan holidays around school holidays and avoid seeking permission from schools to take their children out of school during term time. 
There are approximately 190 school days in an academic year, leaving 175 days for holidays and other activities.

Furthermore, the guidance states that requests for absence no longer need to be evidenced for the issue of a penalty notice. The only evidence required is a signed registration certificate documenting a minimum of five days (ten sessions) of G coded absence by the headteacher of the school.

Thank you for your attention to this important matter. Let's work together to ensure we are prepared and consistent in our approach to managing leave of absence during term time.

As always, I am happy to discuss. 

Best wishes
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Jo Smith 
Lead Education Officer – (Named Attendance Officer SAST) 
Access to Education - Education Access Service
People Directorate
01743 254397 / 07990086269 
jo.smith@shropshire.gov.uk
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