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Leave of Absence Request for Pupils 

Regular school attendance is vital to your child’s education and parents have a legal obligation to ensure their child attends school every day.  There is no automatic entitlement to authorised leave of absence. Parents should avoid taking their children out of school during term time. Generally speaking, holiday absences and days out will not be authorised. The school’s Attendance Policy is available on the website, and you can also request a copy from the school office. The Department for Education guidelines which the Headteacher must follow are quite precise. Absences will not be authorised other than in a very limited number of exceptional circumstances.

Please be aware that the school’s attendance data for individual pupils is automatically collected by various bodies external to the school. Unauthorised absences of ten school sessions will be reported to the Local Authority as per the Department for Education’s Statutory Guidance, and the Local Authority may issue a fine. A “session” is a morning or an afternoon. The fines are in the region of £80 per child for each parent. Please note that the fines collected do NOT come to the school. Further details can be found in the Attendance Policy. All Leave of Absence Requests must be received by the school well in advance (at least a week) prior to the scheduled absence, and made by the parent with whom the child lives for the majority of the school week.

Clipston Endowed VC Primary School

Name of Pupil …………………………………………………………………Year & Class …………………………………

I request permission for the above named child to be absent from school

From (date) …………………………………………….............. to (date)………………...…………………………………
 
I feel it is necessary to request leave of absence to take my child out of school during term time for the reasons outlined below. I understand that taking my child out of school during term time may incur a fine, as outlined in the Attendance Policy.

	Reason:



Signature of Parent / Carer ___________________________________Date ___________________




Response from the School
□ The above request HAS been authorised
□The above request HAS NOT been authorised because………………………………………………………… 
and will be recorded as unauthorised on your child’s attendance record. Unauthorised absences of 10 sessions or more will be reported to the Local Authority as per the Department for Education’s Statutory Guidance.

Signature of Headteacher ………………………………………………………. Date …………………………………………………….							
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