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Application for Leave of Absence - during term time 

Please note that there is no automatic right for a pupil’s leave of absence. The school will consider a request 

for leave of absence in relation to the exceptional circumstances of the application.  

Pupil Name/s: …………………………………………………………..  

Class/s: …………………………………………………………………... 

Period of Absence: From …………………………… To …………………………(inclusive)  

Total number of school days absent: ………………………………….  

 

Please explain the ‘exceptional circumstances’ that make it necessary to have leave of absence during 

school time: (Please be aware that leave of absence will not be granted for holidays in term time). 

…………………………………………………………………………………………

………………………………………………………………………………………… 

…………………………………………………………………………………………

…………………………………………………………………………………………. 

I understand that if leave of absence is not agreed and the time off is still taken, it will be treated as 

unauthorised. This may lead to the issue of a penalty notice for £80 per parent/carer per child if paid within 

21 days, which increases to £160 if paid after 21 days but within 28 days. I am also aware that non-payment 

of a penalty notice may result in a summons for irregular school attendance. In the case of repeated fines, if 

a parent/carer receives a second fine for the same child within any three-year period, this will be charged at 

the higher rate of £160. Fines will be capped at two fines within a three-year period. Once this limit has been 

reached, other actions will be considered by the local authority. 

Parent/carer: …………………………… Signed (parent/carer)………………………………………  

Date: ……………………  

 

For Office use only:  

Number of days leave of absence already taken in current academic year:  

Holiday  

Illness  

Other  

*Specify other ...........…………………………………….. 

Attendance Lead (signature)…………………………….. 

 Authorised  Unauthorised  


