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Dear Parents/Carers 

GUIDANCE FOR REQUESTS FOR TERM TIME ABSENCE 

 
 It is the policy of this school not to authorise student absence caused by taking a holiday in term time. There 
are 190 statutory school days in a year; so there are 175 other days which could be used for holidays and trips 
which would not have a negative effect on the education of a student. 
 

This school is operating under the Local Authority Absence Policy based on the Education Regulations 2006 
outlined below: 
Regulation 7 (4) of the Education Regulations 2006 makes it clear that parents do not have any right or 
entitlement to take a child out of school for the purposes of a term-time holiday. The same regulations stipulate 
that ‘Headteachers may not grant any leave of absence during term time unless there are exceptional 
circumstances’. 

It is the decision of the Head teacher as to what might constitute exceptional circumstances and each request 
for term-time absence will be considered on an individual basis. A Head teacher will not accept as an exceptional 
circumstance the fact that a holiday is cheaper during term-time.  

Previous guidance from the Department of Education has suggested that special circumstances could include: 

• For service personnel and other employees who are prevented from taking holiday outside of term-

time, providing the holiday will have minimal disruption to the pupils’ education and 

• When a family needs to spend time together to support each other after a crisis 
 

The Head teacher will also look very carefully at the child's previous attendance record and should he or she 
have concerns, for example, should the child's average attendance fall below 95%, then authorisation is almost 
certain to be denied. Other factors for consideration will include the likely impact on the child’s education, 
particularly in terms of continuity of learning, as there is a strong link between the amount of absence in a school 
and the qualifications achieved by students and whether the holiday falls during a year in which the child is due 
to take a public examination or be involved in Government tests (e.g. SATs).  

Applications for a leave of absence should be submitted at least 4 weeks before the proposed absence and 
parents are strongly advised to secure permission before confirming holiday arrangements. If a child is taken 
out of school and the absence has not been agreed by the Head teacher, this will be recorded as an unauthorised 
absence and will be noted on the child’s records. 

If you choose to take your child out of school for a holiday during term time for more than 5 days, we may refer 
this absence to the Education Investigation Service and you may be issued with a Fixed Penalty fine of £60.00 
per child and per parent of absence if paid within 21 days or £120.00 per child and per parent if paid before a 
period of 28 days. As a parent you should consider carefully the implications of taking your child out of school 
during term time. You risk giving your child the unspoken message that school is not important. You also risk 
negatively affecting your child’s academic progress and their relationships at school, as some children find it 
hard to renew friendships with other students when they return to school. 

Parents will be informed in writing of the outcome of their application. 

Yours faithfully 

Mrs. L. McQuone, Headteacher   
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Term Time Leave Request Form 
 

Whilst school acknowledges that work commitments and financial consideration may put pressure on parents 
to take holidays during term time, current government legislation does not allow authorised time away from 
school unless in ‘exceptional circumstances’.  
 
Any leave during term time must be applied for on this form prior to the leave required. The Headteacher will 
review the application and you will be notified of their decision. 
 
In considering a response to such a request the Headteacher will take into account the overall attendance of 
the child and the individual circumstances of the request. 
 
Any absences taken without approval will automatically be recorded as an unauthorised absence. 
 

Pupil’s full name:  

Year group/ class:  

Contact tel. for parent:  

 

Dates of leave required: 

First day of absence: 

Last day of absence: 

Returning to school: 

Destination:  

Reason for request:  

 

 

Signed (Parent/ Guardian):  

Date:  

 
 
NB: AT TIME OF DEPARTURE, PARENTS MUST CHECK TO SEE IF ANY QUARANTINE ARRANGEMENTS ARE 
STILL IN PLACE. 
 
 

Absence will be authorised:     Absence will be unauthorised:  
 
Signed:        (Headteacher) 

Date:        

 

Please return this form to the office as soon as possible  

or email it to: office@blackminster.worcs.sch.uk  

Office use only: 

 

Level of attendance during 
last academic year: 

 Level of attendance during 
current academic year: 

 

Child(ren) sitting SATs 
during this year: 

Yes / No Any other activities 
planned during absence: 
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