
FOR OFFICE USE 
Attendance at date of request: _______ Request: Authorised / Not Authorised     Signature: ____________ 
 

Reason for decline: _________________________________________ 

 
 

Government guidance makes it clear that Head Teachers may not grant any leave of absence during term 
time unless there are exceptional circumstances, and that Head Teachers should determine the number 
of school days a child can be away from school if the leave is granted. 
 

Name of pupil 
 

 

Date of birth 
 

 

Class/Year group 
 

 

Home Address 
 

 

Parent/Carer contact 
telephone numbers 

 

Sibling Details (include all other 

children living in the household) 
 

 

Full Name of Parent/Carer requesting absence:  
(Please Print)  

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

First Day of Absence 
 

 Last Day of Absence  

Date and time of 
return to School 

 

Total School Days 

Absent 

 

Please fully explain the exceptional circumstances that you would like the Head teacher to consider 

(continue on a separate sheet if necessary). 
 

 
 

 
 
 
 

Declaration 
I have read and understood the information about leave of absence during term time, unauthorised absence, and 
Penalty Notices provided overleaf. I am aware of the possible consequences should my child take a leave of absence 
without the prior authorisation of the Headteacher and that it will affect both parent/carers who have parental 
responsibility. 
 
Name: 
Parent/Carer 1 

 
Signature:  Date:  

Name: 
Parent/Carer 2 

 
Signature:  Date:  

  

Rowlands Gill Primary School 
Request for Leave of Absence During Term Time  

Exceptional Circumstances Only 



   

 

Rowlands Gill Primary School Request for Leave of Absence during Term Time 
 

Important information for Parents 
 

Parents are required under the Education Act (1996) to ensure their child attends school regularly.  There is 
no automatic right to take a child out of school during term time.  Amendments to the act make it clear 

that Head Teachers may not grant any leave of absence unless there are exceptional circumstances. 
 

The Head Teacher must be satisfied that the exceptional circumstances justify an authorised absence, and 

it is entirely the responsibility of the parent submitting the request to provide sufficient information and 
evidence to establish this fact. 
 

The request for an authorised leave of absence must be made in advance and the Head Teacher may invite 
the parent into school to discuss the request before a decision is made. 
 

If the circumstances relating to this request are considered exceptional and the absence is authorised by 
the Head Teacher, the expectation is that child’s attendance will be of a satisfactory level both prior to and 

after the date covered by the request.   
 

If the request for a leave of absence is refused and the absence is recorded as unauthorised, the Head 
teacher may refer the matter to the Local Authority requesting a Penalty Notice be issued against each 

parent. 
 

As of August 2024, only 2 penalty notices can be issued to the same parent in respect of the same child 
within a 3-year rolling period and any second notice within that period is charged at a higher rate: 
 

• 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.  
• A third penalty notice cannot be issued to the same parent in respect of the same child within 3 

years of the date of issue of the first. Alternative action, such as prosecution in Magistrates court, 
will be considered instead.  

 

Failure to pay the Penalty Notice could result in the Local Authority starting legal proceedings against you 
for the offence of failing to ensure your child’s regular attendance at school.  
 

Where there is more than one child, each parent may be issued with a Penalty Notice in respect of each 
child. 
 

As a parent/carer, you can demonstrate your commitment to your child’s education by not allowing your 
child to miss school for anything other than an exceptional and unavoidable reason.  Research suggests 

that children who are taken out of school may never catch up on the learning they have missed, which may 
ultimately affect exam and test results. 
 

If attendance over the school year is: …a pupil will miss these many days: …and these many lessons: 

100% 0 0 

95% 10 50 

90% 19 95 

85% 29 145 

80% 39 195 

75% 49 245 

70% 58 290 

 


