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St. Mary’s Church of England VC Infant School 

Appendix 1  Term Time Leave of Absence Request Form 
 

Student Details 

Name  Date of Birth  Class  

Sibling Details (or other children living in the household) 

Name  Date of Birth  School  

Name  Date of Birth  School  

Name  Date of Birth  School  

Name  Date of Birth  School  

      

I request permission for my child to be absent from school: 

First date of 
Absence  Date of Return  Total School 

Days Requested  

Reason for Request 

Parent’s contractual conditions, including service personnel (a letter from employer must 
accompany this application)  

Service personnel returning from a tour of duty abroad (a letter from the Service Welfare 
Officer must accompany this application)  

Child or parent’s rehabilitation of medical/emotional issues (a letter from your GP/hospital 
must accompany this application)  

Emigration investigation  

Close family wedding or funeral out of the area  

Exceptional and unforeseen circumstances (please include, on a separate sheet, reasons for 
requesting a term time holiday under this provision)  

  
Declaration 

I have read and understood the attached information on term time absence, unauthorised absences and penalty 
notices and agree to the terms and conditions. 

Signed (Parent/Carer)  Date  

      
For School Use Only 

The school has considered your request for leave of absence and your child’s absences will be recorded as follows: 

Authorised  Unauthorised  
Unauthorised 
absences to 
date: 

 

Signed:  Position:  Date:  
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Original signed and completed forms to be retained with pupil’s record 
Copy returned to parent/carer of the pupil to confirm authorisation or refusal before the intended absence. 

Term Time Absence 
Information for Parents 

 
You are required under the Education Act (1996) to ensure your child attends school regularly.  There is, however, a 
discretionary power held by headteachers to authorise absence in extenuating circumstances.  The headteacher will 
only authorise absence during term time in accordance with this policy and will not authorise absences if they 
believe it is to the detriment of a child’s education. 
 
Your request for your child’s absence from school to be authorised must fall in to one of the following categories: 
 

 Where you have to take holidays at a time specified by your employer 

 Service personnel returning from a tour of duty 

 Where a holiday is recommended at part of you, or your child’s, rehabilitation from a medical or emotional 
issue 

 Where you are considering emigration and wish to visit the country as part of your consideration 

 To attend a wedding or funeral of a close family member that is taking place out of the area 

 
Evidence would be required in each case. 
 
The Headteacher will not, under any circumstances (including those mentioned above) authorise absence from 
school at the follow times: 
 

 The first six weeks of any academic year (for all pupils) 

 Transition day 

 During year two SATs assessment period (for pupils in that year group) 

 Year One phonics screening period (for pupils in that year group) 

 Requests will only be considered for a pupil(s) where average attendance is at least 96% 

 
If your request is approved, you are required to ensure your child catches up on any missed school work.  This is your 
responsibility and school are not obliged to provide work for your child to complete.  Any unauthorised absence will 
be recorded as such on your child’s record and this may result in legal proceedings against you, either through a 
Penalty Notice or the Magistrate’s Court. 
 
Penalty Notices 
With the implementation of the Anti Social Behaviour Act (2003), the local authority has statutory powers to tackle 
poor school attendance and/or unauthorised absence.  An unauthorised absence is any absence that the school has 
not given permission for or where an explanation has not been provided by the parent or carer. 
 
Penalty Notices will be used as a deterrent to prevent a pattern of unauthorised absences developing.  They will be 
issued by post direct to the home of a parent/carer after possibly just one warning.  This includes pupils caught on 
the truancy sweeps, unauthorised family holidays and persistent late arrival after the close of registration. 
 
If you believe at any stage that your child’s  absence from school may leave you liable for prosecution or a penalty 
notice, it is important you take action without delay to secure their regular attendance. 
  


