
“Championing every child to be the best that they can be” 
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Ely St Mary’s and Spring Meadow Pupil Absence Request Form 
BEFORE READING AND COMPLETING THIS PAGE, PLEASE MAKE SURE YOU HAVE OVERLEAF. 

  
 

To:  The Headteacher  
 

I wish to apply for Term Time Leave Absence from School   
 

Child’s name ………………………………………………….  Class ……. 
 

Child’s name ………………………………………………….  Class …….   
 

Date from …………………………….............. Date to …………………………………………(inclusive) 
 

Name of Parent(s)/Carer(s):  …………………………………………………………………………………... 
 

Address: …………………………………………………………………...……………………………………… 
………………………………………………………………………………………………………………………   

 
 
 
 
 
 
 
 
 

 
Signature of Parent(s)/Carer(s) 
……………………………………………………………………………………………..……………………... 
------------------------------------------------------------------------------------------------------------------------------ 
To:                                                         and                                                     (Names of Parents/Carers) 
(This portion to be copied and returned by post to parents/carers) 
Please note that even if this absence request is authorised you may still receive letters of concern from either the school 
or Local Authority if your child’s attendance drops below a level that the school deems acceptable. 
Pupil(s) name(s)………………………………………………………..………………………………………...  
Class..………………………………………………………………………………………………………. 
 
from ………………………to ….………………..………. (Inclusive) 

 Absence authorised     Absence unauthorised          

 
Current attendance ………… %    as of      ………/………/20…… 
 
Signed ………………………………………..……(Headteacher) Date…………………….. 

 

NOTES TO PARENTS/CARERS 

If a pupil takes unauthorised term-time leave for 10 consecutive sessions or more (generally 5 days) they will 
be subject to a Penalty Notice. The fine for a penalty notice is £80 per child, per parent/carer, increasing to £160 
if not paid after 21 days but within 28 days for pupils who are of statutory school age. If a penalty notice remains 
unpaid, parents may be the subject of court proceedings for failing to ensure the regular school attendance of 
their child and this could result in a fine of up to £2,500 and/or a term of imprisonment of up to 3 months per 
parent. 
 
For second offences of unauthorised term-time leave (10 consecutive sessions or more) within a three-year 
rolling period, the fine is a flat £160 per parent, per child. For the third offence in a three-year rolling period, 
the referral will be automatically considered for prosecution in relation to Section 444 Education Act 1996.  
 
 

Please fully explain the exceptional circumstances that you would like the school to 
consider.  This section must be completed.  Please continue on a separate sheet if needed. 

 
 
 

 
 
 

I understand that I may be required to attend a meeting with the Headteacher. 

TERM TIME LEAVE  - ABSENCE REQUEST FORM 
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IMPORTANT:  Please read carefully the information below before completing the form. 
Parents do not have the right or entitlement to take their child out of school for a term-time holiday. Recent government 
guidelines have removed the discretion for headteachers agreeing to term-time leave. Any requests for leave of 
absence need to be submitted before the leave is taken. Parents must complete a Term-Time Leave Request Form 
(Appendix C) and provide any supporting evidence, if applicable, with their request. This also applies to parents 
requesting to take their child out of school during the school day. 
 
If a pupil takes unauthorised term-time leave for 10 consecutive sessions or more (generally 5 days) they will be 
subject to a Penalty Notice. The fine for a penalty notice is £80 per child, per parent/carer, increasing to £160 if not 
paid after 21 days but within 28 days for pupils who are of statutory school age. If a penalty notice remains unpaid, 
parents may be the subject of court proceedings for failing to ensure the regular school attendance of their child and 
this could result in a fine of up to £2,500 and/or a term of imprisonment of up to 3 months per parent. 
 
For second offences of unauthorised term-time leave (10 consecutive sessions or more) within a three-year rolling 
period, the fine is a flat £160 per parent, per child. For the third offence in a three-year rolling period, the referral will 
be automatically considered for prosecution in relation to Section 444 Education Act 1996.  
 

 

WHAT YOU SHOULD CONSIDER 
 
Research suggests that children who are taken out of 
school may never catch up on the learning they have 
missed.  This may affect test results and can be particularly 
harmful if the child is studying for final year examinations. 
 
Children who struggle with English or Mathematics may 
also find it even harder to cope when they return to school, 
while younger children may find it difficult to renew 
friendships with their classmates.  
 
 

 

 
If a child then stays away from school for more than 
the authorised period this must be recorded as 
unauthorised absence and could be quoted in a 
prosecution for poor attendance. 
 
If the child is away from school for a total of four 
weeks or more, the school may have the option to 
take the child off roll subject to the Education (Pupil 
Registration) (England) Regulations 2006.  
 
In the case of unexpected extended absence, it is 
advisable that the parent fully informs the school as 
to the reasons. If a child is removed from roll, there 
is no guarantee that the child will regain a place at 
the school. 

  
 

Unavoidable absence from school will be authorised if it 
is for the following reasons: 
 

• Illness or a medical appointment. There is an 
expectation that the pupil will be in school for 
registration or return to school after the appointment, 
depending on where the appointment falls within the 
school day and the health of the pupil.  

• Religious Observance - only day(s) exclusively set apart 
for religious observance by the religious body to which 
the pupil’s parents belong to. 

• The leave of absence has been authorised due to a 
short and exceptional, unavoidable circumstance. 

 

 

Other examples of absence from school that will 
not be authorised: 
 

• Cheaper holidays/flights in the UK or abroad. 

• Holidays that overlap the beginning or the end of 
term. 

• Trip of a lifetime. 

• Visiting family or friends who have different half 
term holiday dates. 

• Family weddings for more than 1 day or visits to 
see family abroad. 

• Relatives coming to visit. 

• Extension of leave if a pupil has not returned to 
school after an agreed absence if it does not 
meet grounds for an exceptional circumstance.  

• Leave taken due to potential travel disruption. 
 

 

Please contact your child’s headteacher if you wish to discuss this issue. 
 

The law requires parents to ensure that their children receive an efficient full time education, and every 
minute of every day is important.  Please help them not to miss any of this valuable time. 
 

We hope that when you have read this leaflet you will consider that your child’s education is too important to 
allow them to miss school for avoidable reasons. 
 

 

AVOIDABLE ABSENCE IN TERM-TIME 


