
  

 

              
    
 

Request for Pupil Leave of Absence in Term Time in Exceptional Circumstances 

Headteachers can only authorise any absence when an application has been made in advance by the 
parent/carer with whom the child is normally resident and it is felt to be for an exceptional circumstance.  An 
annual family holiday would not be deemed an exceptional circumstance. 

Full name of child(ren)   Address:   
______________________________           _______________________________________________ 

______________________________           _______________________________________________ 

______________________________           _______________________________________________ 

 
Reason for application and dates   _______________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 
 
Parent’s forename ________________________    Surname __________________________________ 

Parent’s forename_________________________   Surname __________________________________   

If there are other siblings at other local schools who are also involved in this activity and have had, or will have, a 
similar request made, please indicate which school/s they attend (please include secondary schools): 
  

_____________________________________________________________________________      

Signature of parent(s)/carer(s) _________________________________________     Date:_________ 

 
The headteacher may take into account: 
 

• It is highly unlikely that the event will occur again in a child’s school life. 

• It is necessary for the child to be in attendance at the event. 

• The event cannot be organised outside of the school term. 

• Taking part in the event will be of greater value to the child than attending school. 

 
 

Office use only  …………..    

□ Authorised                      □ Unauthorised 

 
Signed …………………………… …………(headteacher)     Date: ………………………….….………… 
 

WARNING 
 

If this requested period of absence has not been authorised, details will be passed to Shropshire 

Council’s Education Access Service. The Council may, in the following circumstances, issue a 

formal Warning, serve a Fixed Penalty Notice or take court action in respect of non-school 

attendance for this and any future unauthorised absence: 

• Parents have not sought permission from the headteacher before taking their child out of 

school for a holiday in term time 

• The headteacher has refused the request but the absence occurs anyway; or 

• A pupil has not returned to school by the agreed date with no satisfactory explanation 

  Woodfield Infant School and Nursery. 
 

St George’s Junior School. 



 

Empower Trust Guidance for Parents on Good Attendance Practices  

  

Every professional adult and parent that interacts with a child plays an integral part in supporting children 

back to school. As part of the Empower Trust Family, we all need to work together to promote good 

attendance.  We feel that the following information is useful for you as parents in supporting good 

attendance.   

Is my child too ill for school?  

It can be tricky deciding whether or not to keep your child off school or nursery when they're unwell. There 

are government guidelines for schools and nurseries about managing specific infectious diseases. These say 

when children should be kept off school and when they shouldn't.  

If you do keep your child at home, it's important to phone the school on the first day. Let them know that 

your child won't be in and give them the reason.  

If your child is well enough to go to school but has an infection that could be passed on, such as a cold sore 

or head lice, let their teacher know.  

To find out whether your child is able to go to school, follow this advice for other illnesses.   

Working together to improve school attendance  

Being in school and having the best attendance possible underpins all the many benefits of school for your 

child, such as their learning, wellbeing and wider development.  

For some children, attending school every day will be harder than for others. This is why schools, and local 

councils in some cases, are committed to working together with families to solve problems and support 

your child’s school attendance. A guide has been produced which covers two areas:  

• parents’ responsibilities for school attendance and what you need to do when your child needs to 

be absent.  

• How schools and local authorities will work with you to support your child’s attendance  

Letter to school leaders  

The Chief Medical Officer and other health leaders have just written to schools about attendance, and they 

have asked that their letter can be shared with parents.  

Leave of Absence in Term Time  

You have to get permission from the head teacher if you want to take your child out of school during term 

time. You can only do this if:  

• you make an application to the head teacher in advance (as a parent the child normally lives with)  

• there are exceptional circumstances (holidays do not class as exceptional circumstances)  

It’s up to the head teacher how many days your child can be away from school if leave is granted. The head 

teacher can agree to some of the absence, but does not have to authorise all of it.  

You can be fined for taking your child on holiday during term time without the school’s permission.  

  

Thank you for continuing to work with us to give the best outcomes for children in our schools.   

https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/
https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/
https://assets.childrenscommissioner.gov.uk/wpuploads/2022/12/aaa-guide-for-parents-on-school-attendance.pdf
https://assets.childrenscommissioner.gov.uk/wpuploads/2022/12/aaa-guide-for-parents-on-school-attendance.pdf
https://assets.childrenscommissioner.gov.uk/wpuploads/2022/12/aaa-guide-for-parents-on-school-attendance.pdf
https://assets.childrenscommissioner.gov.uk/wpuploads/2022/12/aaa-guide-for-parents-on-school-attendance.pdf
https://www.gov.uk/government/publications/letter-to-school-leaders-on-mild-illness-and-school-attendance/letter-to-school-leaders-on-mild-illness-and-school-attendance
https://www.gov.uk/government/publications/letter-to-school-leaders-on-mild-illness-and-school-attendance/letter-to-school-leaders-on-mild-illness-and-school-attendance

