
APPLICATION FORM FOR ABSENCE REQUIRED FOR 
TERM TIME LEAVE 

Please complete this form This form should be completed at least 20 school days prior to 
the absence being requested and return it to the School Office 

Details of Absence Request 

Name of Student 
 

Class 
 

Name of Student 
 

Class 
 

Name of Student 
 

Class 
 

Name of 
Parent/Carer 

 Relationship  

Contact Number of 
Parent/Carer 

 

 

Reason for absence and 
destination 

 

Dates from  up to and including  
 

Total Number of Days 
  

Reason for exceptional circumstances for absence request during term time. (Please attach relevant 
paperwork including official letters, invitations, medical appointments, work information etc.) 

 

Missing lessons during term time seriously disrupts a pupil’s education.   Please read the important information 
overleaf.  The law does not grant parents the automatic right to take their child out of school during term. The 
school may refer cases of unauthorised absence that meet the threshold, currently 10 unauthorised sessions in 
12 school week period, for a Penalty Notice to the Local Authority for legal action, unless there are reasonable 
grounds for not doing so. The outcome of a referral to the Local Authority may be a Penalty Notice or Prosecution.  
Signature of 
Parent/Carer 

 Date 
Signed 

 

 

Approved  Yes                No      

Comments  

 

Admin use only 

Date Application Received 
  

% of attendance 
 %  authorised  

absence 
 % unauthorised 

absence 
 

Number of sessions 
absence in last 12 weeks 

  



Notes in relation to application for Term Time Leave 
 
It is the aim of Huish Primary School that pupils should enjoy learning, experience success and realise their 
full potential. Our Attendance Policy and Procedures reflects this and recognises that regular attendance has 
a positive effect on the motivation and attainment of pupils. 

 
Children who attend school regularly are more likely to 

• feel settled in school 

• maintain friendships 

• keep up with their learning and  

• gain the greatest benefit from their education.  
 
Regular attendance and punctuality is essential in the workplace and children who are used to attending 
school on time, and on every occasion unless they are too unwell to attend, will be better prepared for the 
attendance expectations in the workplace.  
 

• The law states that you do not have the right to take your child out of school for holidays during term 
time.   

• Only exceptional circumstances warrant an authorised leave of absence. 

• If the school refuses your application and you still take your child out of school, the absence will be 
treated as “unauthorised”.    

• Unauthorised absences may lead to the issue of a Fixed Penalty Notice being issued against you for 
irregular school attendance. 

• In April 2017 the Supreme Court clarified the definition of regular attendance to be attendance “in 
accordance with the rules prescribed by the school”, therefore if an absence is not authorised by the 
school, the pupil’s attendance is deemed to be irregular. 

• The school may refer cases of unauthorised absence that meet the threshold, currently 10 unauthorised 
sessions in 12 school week period, for a Penalty Notice to the Local Authority for legal action, unless 
there are reasonable grounds for not doing so. The outcome of a referral to the Local Authority may be 
a Penalty Notice or Prosecution.  

 

 
 
 
 

 


