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VICKERSTOWN PRIMARY SCHOOL
Request for Leave of Absence in Term Time

Dear Parents/Carers
Any absence from school can be disruptive to a child’s education. Any absences from school should be avoided unless for medical reasons, as it can have a serious effect on your child’s educational progress.
The Department for Education allows a Headteacher the discretion to consider authorising a holiday in term time only in “exceptional circumstances”. If you consider that your request for a leave of absence is exceptional, you will need to complete the attached form. A response will be sent to you as soon as possible. If the leave of absence is not considered to be an exceptional circumstance and you nevertheless take you child out of school, the absence will be recorded as unauthorised.

All requests for leave of absence must be completed on the form. This should be returned to school at least 14 days before the proposed absence.

If you are applying for a leave of absence due to exceptional circumstances, the following factors will be considered:

· Reasons given for the absence.

· Your child’s attendance record.

· Your child’s previous attendance record and previous requests for leave of absence.
· Yours child’s attainment and progress

If you wish to take “unauthorised” leave of absence, we would really appreciate you letting us know so we do not pursue the absence.
Yours sincerely,

Mr M. Cull
Interim Executive Headteacher
APPLICATION FOR PUPIL’S LEAVE OF ABSENCE FROM SCHOOL DURING 

TERM TIME

If you consider you have to take your child out of school during term time and that you have exceptional circumstances, please complete this form and return it to school at least 14 days before the date you wish your child to be absent from school.

Pupil Name ………………………………………………………………………………. Class ……………………………………………

First day of absence ……………………………………… Date of return to school …………………..............

Total number of days missed ……………………………….

Please provide more information why this is a holiday in term time i.e. Circumstances

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

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

Name of Parent/Carer making application …………………………………………………………………………………

Signed ………………………………………………………….… Date ………………………………………………………………………

(please ensure you are giving at least 14 days’ notice of the proposed absence)

-------------------------------------------------------------------------------------------------

Pupil name ………………………………………………………………. Class ………………………………………………….……….


Authorised

Your request has been authorised for the following dates;





____/____/____ to ____/____/____


Unauthorised
Your request for leave of absence during term time has not been authorised because we were unable to authorise absence in term time.

NB. Your child’s attendance at present is …….…..% and will decrease by taking this absence in term
Signed: Mr M Cull
Interim Executive Headteacher

Date ___/___/___

