
 

  

REQUEST FOR ABSENCE DURING TERM-TIME 
 
The law does not grant parents an automatic right to take their child out of school for holidays during term time. You 
must apply for permission in advance and the request for leave must come from a parent with whom the child 
normally lives. Requests must be for exceptional reasons, such as family illness, a bereavement or unavoidable 
travel. When deciding whether or not to allow term time leave, the school will consider: 
 
The time and duration of the absence  

• The reason for the absence  

• The evidence provided to support the reason for absence, such as medical information or travel itinerary 

• Your child’s record of attendance 

• The impact on your child’s learning 

 
If the school refuses your request and your child is still taken out of school, this will be recorded as an unauthorised 
absence. If an absence is unauthorised, the school may issue a Penalty Notice Warning. This may result in the school 
applying to the local authority for a Penalty Notice on return to school. If a Penalty Notice fine is issued, it is per 
parent per child.  
 
The first Penalty Notice issued will be charged at £160 if paid within 28 days of the date shown on the Penalty 
Notice. This will be reduced to £80 if paid within 21 days (this includes weekends). If a second Penalty Notice is 
issued to the same parent in respect of the same child, the charge will be at flat rate of £160 if paid within 28 
days. 
 
If you would like to request absence during term-time, the below must be completed by the Parent/Carer: 
_______________________________________________________________________________________________ 

 

Name(s) of Child(ren) Class 
  

  

  
 

Dates from: ………………………………………………….……….  To: ………………………………….……………………….  inclusive.  

 
Dates of Return: …………………………………………….   Total number of days requested: …………………………………………….   

 
Reason for requested absence (Please provide as much information as possible). 

……………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………………………………… 

 

Parent/Guardian Signature: …………………………………………………………….   Date: ………………………………….………………………….   
 
 
 
 

 



 

  

REQUEST FOR ABSENCE DURING TERM-TIME 
 
 
TO BE COMPLETED BY THE SCHOOL 
 
 
   The school agrees to your child being absent from school on the specified dates requested ONLY 
 
   The school authorises ………………………………… days absence. 
 
   The school DOES NOT authorise your request for absence in term time for the following reason: 
 
    Headteacher Comment: 
……………………………………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………………………… 
 
% Attendance: ………………………………………… 

Signed: ………………………………………….………… Headteacher 

Date: ……………………………….……………….……… 

 
Please return this form to the school office well in advance of the proposed absence. 
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