MARSH LANE PRIMARY SCHOOL - LEAVE OF ABSENCE REQUEST FORM

PLEASE NOTE - The Education (Pupil Registration) (England) (Amendment) Regulations 2013 state that
Headteacher’s should not grant approval for any leave of absence during term-time, including holidays,
unless there are exceptional circumstances.
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Name of Applicant(s) and Address (if different) ...

I / We wish to apply for our child(ren) to be absent from school for EXCEPTIONAL CIRCUMSTANCES on the
following dates.

Total number of days our child(ren) will be absent from school ................

Please supply in as much detail as possible the reason for your request and why you feel it is exceptional
circumstances. Please include the names of the adult(s) who will be with your child(ren) during their
absence from school.

Continue over the page if necessary

PLEASE SUBMIT THIS FORM AT LEAST 4 WEEKS PRIOR TO THE ABSENCE



In September 2013 the government introduced new regulations making it clear that
Headteachers must not give approval for any leave of absence during term time,
including holidays, unless there are exceptional circumstances.

Any requests for term time leave should be made on a Leave of Absence Request
Form available from the school office and handed in at least 4 school weeks before
the first date of the requested absence whenever possible. You must have received
written authorisation before your child can be absent from school.

Parent/carers may be issued with a penalty notice fine or prosecution should leave
of 5 days or more be taken which is not authorised by the Headteacher, or where
repeated incidents of leave in term time for less than 5 days occur or where the
unauthorised absence contributes to wider poor attendance that meets the legal
threshold. Absence deemed for the reason of unauthorised leave in term time will be
marked in the register with the Attendance code G.

You may be issued with a Penalty Notice should leave be taken which is not
authorised. If unpaid this could lead to prosecution under section 444(1) of The
Education Act 1996.



