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      Student Leave of Absence Request Form	

Pupil Information:
	Full Name(s)
	


	Year Group
	
	Date of Birth
	



Name(s) of parents requesting leave:
	Full Name(s)
	
	

	Relationship to Student
	
	

	Contact Number
	
	

	Email Address
	
	


Leave Details:
	Start Date of Leave
	

	End Date of Leave
	

	Total number of school days absent
	


	Reason for Leave Request:
















Parent/Guardian Declaration:
I confirm that the information provided is accurate. 
Name: _____________________________Signature: _________________________________ 
Date: __________________
-------------------------------------------------------------------------------------------------------------------------------------
School Use Only:
Received by: ___________________________________________
Date Received: ________________________________________
Approved ☐ / Not Approved ☐
Reason: _________________________________________________________________________ 
Dear Parents & Carers,
 
As you will be aware, Government Guidance advises that schools should not authorise requests for term time absence unless the school has received suitable evidence of exceptional circumstances. The Government does not consider a family holiday to be an exceptional circumstance.   
 
Any absence from school will disrupt your child’s learning.  Children returning from a leave of absence during term time are unprepared for the lessons which build on the teaching they have missed.  Teachers have to give more time to help individual children catch up on missed work.  This poses a potential risk of the under achievement for your child and other students in the class.  This is something we all have a responsibility to avoid.  
 
You need to request a leave of absence by completing the form on the reverse of this notification. If the holiday is not considered to be an exceptional circumstance, and you nevertheless take your child out of school for the leave of absence this will be recorded as unauthorised leave. 
 
Under the new attendance framework, schools must consider enforcement action if a child/young person has 10 or more unauthorised absences (equivalent to five days). I must take this opportunity to remind you, that should you still choose to take your child out of school unauthorised for 2 further days within a rolling 10 school week period. then the school must inform the absence to the Local Authority Attendance Team.  If you have parental responsibility, this could mean receiving any of the following: 
 
· A penalty notice - The first penalty notice issued to a parent in respect of a particular pupil will be charged at £160 if paid within 28 days. This will be reduced to £80 if paid within 21 days. A second penalty notice issued to the same parent in respect of the same pupil is charged at a flat rate of £160 if paid within 28 days. If a Penalty Notice goes unpaid after 28 days, then court proceedings will be initiated 
· If a previous penalty notice has been issued the Local Authority may decide to proceed directly to prosecution  
 
All leave of absence requests must be completed on the attached form, letters will not be accepted.  All requests must be made prior to the leave being taken.  Leave cannot be authorised retrospectively. 
 
In considering the decision whether to authorise, the following will be considered: - 
1. Reasons given for the holiday; 
2. Any holiday leave taken in previous academic years (authorised or unauthorised) 
3. Your child’s previous attendance record; this includes attendance in the current academic year - which should be over 95% - as well as attendance in previous academic years. 
4. Whether your child will miss any tests/examinations (or important preparation for their tests) 
5. Whether your child is making good progress. 
 
I hope you will support our efforts to raise attendance and attainment at our school.  
 
Yours sincerely 
Mrs Beavis - Head Teacher  
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