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Dear Parent/Carer,
Regular attendance at school is extremely important.

“Central to raising standards in education and ensuring all pupils can fulfil their potential is an
assumption so widely understood that it is insufficiently stated — pupils need to attend school
regularly to benefit from their education. Missing out on lessons leaves children vulnerable to
falling behind. Children with poor attendance tend to achieve less in both primary and secondary
school.” (DfE Circular June 2013)

The Government expects schools and local authorities to:

» Promote good attendance and reduce absence, including persistent absence;
» Ensure every pupil has access to full-time education to which they are entitled; and,
» Act early to address patterns of absence.

The Government expects parents to:

» Perform their legal duty by ensuring their children of compulsory school age who are
registered at school to attend early.

The Government expects pupils to:

» Attend school regularly and to be punctual to their lessons.
THE LAW

» By law parents must ask permission for a child to be absent from school.

» Absence permission is granted entirely at the Headteacher’s discretion and is NOT a parental
right.

» Headteacher’s may in special or exceptional circumstances grant leave of absence for a
minimal amount of time but the request must be made in advance and the Headteacher
must be satisfied that there are special circumstances which warrant the leave. The
Headteacher’s decision is final and cannot be appealed.

SCHOOL POLICY

> The Academy Council of St Mary’s have instructed the Headteacher to conduct
interviews with all parents and carers requesting leave of absences and to normally
decline requests in line with Government Legislation.

» Leave of absence in term time will not be authorised.

» Parents who do not comply with this policy may be issued with a penalty notice of £160
per adult, per child and may be prosecuted where offences are repeated or where the fine
remains unpaid after the 28 days from the date of issue.
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This form is to be completed by parents/carers with whom the child resides requesting leave of
absence for a pupil during term time.

PLEASE NOTE: REQUESTING LEAVE OF ABSENCE BY COMPLETING THIS FORM DOES NOT
AUTOMATICALLY GRANT AUTHORISATION.

Child/Children’s Name

Child/Children’s Class

Date of Absence Requested

Parent/Carer’s Name

Date

Please explain the reason for the requested leave of absence.

Please consider very carefully whether this absence can be avoided or its impact reduced by
alternative arrangements.

In line with Government legislation, it is School Policy for leave of absence requests during term time
to be declined. The Head Teacher may refer to the Local Authority for consideration of a fixed Penalty
Notice of £120 per adult, per child for non-compliance.

Dear
I have considered your request to take your child/ren out of
school during term time on and I confirm that this absence is:

1. AUTHORISED
2. REQUIRES YOU TO MAKE AN APPOINTMENT WITH THE HEADTEACHER
3. CANNOT BE AUTHORISED

Should you choose to take your child/ren out of school on these given dates, as well as the possibility
of a penalty notice being issued, we expect them to be back in school on . Failure
to do so can result in your child/ren being removed from the school roll and you having to re-apply for
a school place.

Signed: (Headteacher) Date:




