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	Swain House Primary School

Radcliffe Avenue, Bradford BD2 1JL

Headteacher: Mrs Clare Pugh
Tel: 01274 639049 

E-mail:office@swainhouse.bradford.sch.uk


Thursday 6th November 2025
Dear Parent/Guardian
New process for Leave of Absence during term-time
Bradford Council has launched a new Leave of Absence E-Form (see links below) to simplify the process for families requesting term-time leave. This city-wide digital solution allows parents to submit one form for all children, regardless of which school they attend. 

If you need to request a term-time leave of absence, this will now be done through Bradford Council, and you must submit the official online Leave of Absence E-Form, which became effective from the beginning of November 2025. This form can be found on the Bradford Council website and must be completed at least two weeks in advance. When you have submitted your request, it will automatically be sent to your child's school for consideration. 

The link to the new e-form is here: https://www.bradford.gov.uk/LOAForm
A QR code for the e-form is also below
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How to submit a request

· Access the online Leave of Absence form via the Bradford Council website

· Fill in all required details, including the reason for absence, dates, and your contact information

· Submit the form online at least two weeks before the requested departure date

· You will get an acknowledgment email, and a copy of the request will be sent to the relevant school

What happens next?
· The school will review your request based on the Local Authority and school policies, considering factors such as:

· the reason for the leave
· the impact on your child’s education

· the number of days requested

· your child’s attendance record

· The school will notify you of the decision

· If the leave is taken without authorisation, it will be marked as unauthorised

· Unauthorised absences may result in a penalty notice from Bradford Council

An authorised leave of absence will only be granted in exceptional circumstances, and a meeting with the Headteacher and Attendance Team will be held to discuss this. The school considers each application for term-time absence individually, taking into account the specific facts, circumstances and relevant background context behind the request. 

If we decide that we cannot authorise the Leave of Absence request, we will refer the absence to Bradford Council, who may issue a Penalty Notice. The fine is £160 per parent, per child. If paid within 21 days, the fine is reduced to £80. For a second unauthorised absence, the full £160 must be paid within 28 days.
If the absence is longer than 20 school days, or if your child has already had more than two periods of leave in the last 3 years, Bradford Council may take further legal action, which could include parents being prosecuted for the offence via the magistrates court.  

If you have any questions about this new Leave of Absence request system or if you are experiencing any difficulties with attendance and/or punctuality, please contact school on 01274 639049 and ask to speak to a member of the Attendance Team. 

Yours sincerely 
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Mrs Clare Pugh

Headteacher
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