LEAVE OF ABSENCE REQUEST FORM

NAME OF PUPIL(S):

DATE OF FIRST DAY OF ABSENCE: DATE OF RETURN TO SCHOOL:

TOTAL NUMBER OF DAYS REQUESTED:

EXCEPTIONAL REASONS FOR ABSENCE:

Exceptional reasons for absence are detailed on page 13 of the school’s attendance policy which
can be found on the school’s website. Please also refer to the notes on the back of this form.

PARENT/CARER’S SIGNATURE: DATE:

FOR OFFICE USE:

DATE RECEIVED:

CURRENT ATTENDANCE: LAST YEAR’S ATTENDANCE:

EXCEPTIONAL REASON ACCEPTED: YES/NO

THIS ABSENCE HAS BEEN AUTHORISED/UNAUTHORISED

HAS THE PLANNED ABSENCE BEEN RECORDED ON THE REGISTER? YES/NO

HEADTEACHER’S SIGNATURE:




LEAVE OF ABSENCE REQUEST

Good Shephend TPUst

Leave of Absence requests should be completed by the Parent or Carer and submitted to Main Reception no fewer than
two weeks in advance of the proposed absence.

Please note that The Education (Pupil Registration) England Regulations 2006 have been amended in the Education (Pupil
Registration) (England) (Amendment) Regulations 2013 which will be in force from September 2013.

Headteachers may not grant any leave of absence during term time unless there are exceptional circumstances.
Headteachers determine the number of days a student can be away from school if the leave is granted. All requests for
leave of absence are therefore dealt with in accordance with the provision laid down in the regulations.

A total of thirteen weeks’ holiday is already available to all parents. Absence at any time would inevitably lead to your
son/daughter missing valuable teaching time or even examinations. Please also be aware that if this absence is
unauthorised and your son/daughter’s attendance becomes a concern the holiday absence will be taken into
consideration.

It is the parent’s responsibility to prepare for the absence in advance by speaking with staff about the work that will
need to be covered. However, tests cannot be rearranged to accommodate such absences. This could have a detrimental
effect on subsequent educational outcomes.

You may be guilty of an offence under Section 444(1) or Section 444(1A) of the Education Act 1996. The maximum
penalty for these offences is a fine of £2,500, 3 months’ imprisonment or both. Alternatively, the Local
Authority/School may choose to impose a Section 444A Penalty Notice in the order of a fine instead of prosecuting for
the offences given above. The amount of the penalty notice is £60.00 if paid within 21 days. If paid after 21 days but
within 28 days, the penalty notice is doubled to £120.00. Failure to pay a Penalty Notice will result in prosecution
except in limited circumstances.



