
Chart 2  Holidays During Term Time 

Application made 
for holiday during 

term time 

Authorisation by 
Head/Representative 

NO 

Authorisation 
letter sent to 

parents/carers 

Further evidence of 
exceptional 

circumstances 
requested before a 

decision is made 

Letter sent to 
parent/carer with 

decision and 
explanation that they 
may be issued with a 

Penalty Notice 

Holiday taken during 
term time WITHOUT 

application 

YES 

Holiday 
not 

taken 

Holiday  
taken 

If 10% unauthorised absence in 6 
months – send a completed Penalty 
Notice notification Form and related 

evidence to the LA for a Penalty 
Notice to be considered Torbay Council decide on 

whether a Penalty Notice is 
then issued 
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