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 REQUEST FOR LEAVE OF ABSENCE IN SCHOOL TIME 

Any absence means that important and irreplaceable schooling is missed. 

To: The Head Teacher 
Authorised absence for leave is requested for: - 

Name of Student:……………………………………………………. Year:……………………….. 

Dates: from…………………………………………………. to………………………………………. 

Reason for the Absence Request: 
Authorisation will only be issued in exceptional circumstances. Please outline the reasons why you consider this request to be an ‘exceptional circumstance’: 

Signed………………………………….Date…………… 

(Parent/Carer) 

NB 
 A request for absence from school for an annual holiday will not be approved. 

 Absence not approved by the school in writing and in advance will be recorded as ‘unauthorised’. 

 Please see the notes overleaf. 
For Office use only: 
 Approved  Not Approved No. Days Already Taken………………………… 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

To:……………………………………………………………………………………. Parent/Carer 

Student..………………………………………………….. Form …….............................................. 

 
Your request is approved and the absence, as set out above, is duly Authorised.

 
Your request is not approved; therefore, if the student is absent as proposed above, it will be recorded as Unauthorised and reported on the annual report. 

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

LEAVE OF ABSENCE DUE TO ‘EXCEPTIONAL CIRCUMSTANCES’ 

1. Permission will not be granted to take students out of school for a family holiday during term time. 

2. If Authorised absence is requested, full details must be submitted in writing in advance. Parents must also state why they consider the leave of absence request to be an ‘exceptional circumstance’. 

3. If a child is kept away for longer that the period agreed, the additional time will normally be treated as Unauthorised. Similarly, if a child is taken away without prior written permission, this will be recorded as unauthorised absence. 

4. If absence is authorised, the school reserves the right to require a set level of study or the completion of assignments. 

* * * * * * 

THESE ARRANGEMENTS ARE MADE IN ACCORDANCE WITH THE EDUCATION (PUPIL REGISTRATION) (ENGLAND) REGULATIONS 2006; THE EDUCATION (PUPIL REGISTRATION) (ENGLAND) (AMENDMENT) REGULATIONS 2013 & SCHOOL ATTENDANCE POLICY. 
* * * * * * 
Clarification on Leave of Absence Forms for Students 
1. Following a change in statutory regulations effective from 1 September 2013, request for leave of absence will only be granted for reasons of exceptional circumstance. 

2. Parents must clearly state why their request for leave of absence constitutes an ‘exceptional circumstance’. 

3. Lessons are provided for children on 190 days per year and that leaves 175 days per year for holidays, the dates of which are known well in advance. 

4. The school has an attendance target of 97%. That figure is an average to include all necessary absences for sickness, medical appointments, funerals and so on, and all long-term illnesses of pupils. That means on average no more than 5 or 6 days off per child per year out of the 190, in other words one per term of the 6 half terms. These targets are set because credible research has suggested to Government that full attendance at school is the single most significant precondition for a child’s future success.
Head Teacher: Mrs D Clarke

School Lane, Buckminster, Grantham NG33 5RZ.  Telephone 01476 860315  

Website:- www.buckminster.leics.sch.uk


