[image: ]REQUEST FOR LEAVE OF ABSENCE DURING TERM TIME
Important Information for Parents/Carers
Schools are only able to authorise leave during term time in exceptional circumstances. Family holidays, leisure trips and visits to relatives will not normally be considered exceptional circumstances. 19 days or more in a school year will result in your child being classed as persistently absent and research demonstrates this can have a significant impact on social and academic development.
Parents/carers are strongly advised not to make any travel arrangements before receiving a written response from the school.

Pupil Details
Pupil Name:                                      Class:                                              Date of Birth: 

Parent/Carer Details
Parent/Carer Name:                                            Relationship to Pupil: 

Details of Requested Absence
First Day of Absence:                                        Last Day of Absence: 
Date Returning to School:                               Total Number of School Days Missed:

Reason for Request
Please provide full details of the exceptional circumstances that require your child to be absent from school during term time.




If relevant, please attach supporting evidence to this request.
☐ Supporting evidence attached

Parent/Carer Declaration
I understand that regular attendance at school is important for my child's education and wellbeing.
I understand that headteachers may only grant leave of absence during term time where they consider there to be exceptional circumstances.
I understand that if this request is not authorised and my child is absent from school, the absence will be recorded as unauthorised and may result in a Fixed Penalty Notice and/or further action being taken by the Local Authority.
Parent/Carer Signature:                                                          Date: 

School Use Only
Attendance Information
Current Attendance: __________ %
Headteacher's Decision
☐ Authorised
☐ Not Authorised
Headteacher Signature:                                                    Date: 

Office Use Only
Date Received:                                       Attendance Code Applied: 
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