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Term Time Absence Request Form

Please return this form to school at least 2 weeks in advance of your proposed absence.

If the school refuses your request and the child is still taken out of school, this will be recorded as unauthorised absence and noted on your child’s attendance record.

	Pupil’s full name
	Year
	Class

	
	
	



A request to be authorised as being absent from school from …. ../….../…... to ..…./……./….. (inclusive)
Number of school days which will be missed ……………. (do not include weekends or school holidays) 

Please give details: 















Parent/Carer: …………………………………Signature:………………..………………..Date:. ….………..……

Have you requested absence in term time during the last two school years? YES / NO (Please delete as applicable)  If YES, how many school days have been missed? ……….
................................................................. Office use only………………………...……………………
	Pupil’s Overall Attendance 

	2024 - 2025
	
	2025 - 2026
	

	Authorised
	
	Authorised
	

	Unauthorised
	
	Unauthorised
	



	Leave  Authorised
	
	Leave NOT Authorised
	

	Headteacher: Gareth Jones
Signature:
Date:


Important Changes in Attendance Regulations

Amendments to the Education (Student Registration) (England) Regulations 2006, in force from 19th August 2024, make clear that Head teacher’s may not grant any leave of absence during term time unless there are exceptional circumstances. 

In exceptional circumstances, when leave of absence is granted, the Head teacher will determine the number of school days a student can be away from School. 
Parents should not plan for their child to be absent from school without gaining prior agreement. Requests for a planned leave of absence under exceptional circumstances should be made at least four weeks in advance of the start date of the requested absence, by completing the Leave of Absence Request Form. The Headteacher cannot retrospectively authorise a planned absence.

The following will NOT be deemed to be exceptional circumstances: 
· Family holiday 
· Availability of less expensive holiday 
· Availability of holiday accommodation 
· Overlap with the beginning or the end of a term or a half term 

In deciding whether to allow parents/carers to take children out of school in term time, the Head teacher will consider factors such as: 
· Purpose of absence
· Circumstances of the request
· Amount of time requested
· Formal Assessment/s
· Overall attendance record
· Any previous term time absences

Regular time off for illness will be challenged, requiring not only medical evidence but also medical guidance on how schools can best support and ‘manage’ those children in school. Saying a child is “unwell” will no longer be enough, parents will need to be specific.

Any time away from school can have a significant impact on educational attainment, success in later life and longer-term health and well-being.  In law, parents and carers are committing an offence if they fail to ensure the regular and punctual attendance of their child at school. 

Under the Anti-Social Behaviour Act (2003) the local authority and schools have statutory powers to tackle poor school attendance and/or unauthorised absences. An unauthorised absence is any absence that the Head teacher has not given permission for or where an explanation has not been provided by the parent. If your child accrues 10 sessions of unauthorised absence you may be liable for a penalty notice (one day’s absence equals two sessions and a five-day absence is equal to 10 sessions). Unauthorised absence/s in term time can result in issuing each parent/carer for each child a Fixed Term Penalty Notice by the Early Intervention Team.

From August 2024, the fine for school absences across the country will be £80 if paid within 21 days, or £160 if paid within 28 days. 

In the case of repeated fines, if a parent receives a second fine for the same child within any three-year period, this will be charged at the higher rate of £160. Fines per parent will be capped to two fines within any three-year period. Once this limit has been reached, other action like a parenting order or prosecution will be considered. If you’re prosecuted and attend court because your child hasn’t been attending school, you could get a fine of up to £2,500. 

A fixed Penalty Notice might also be issued if a child’s attendance falls below 90% and no satisfactory reason or explanation is given. 

Where an absence is considered to be completely unavoidable, a term time leave request form is available from the office which must be completed and returned to the school office as far in advance as possible. 
Somerset County Council will be supporting all schools in ensuring the law is upheld. 
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We take child protection extremely seriously at our school.  If you have a concern, you can speak to any of the school's designated and trained Child Protection officers: Mrs Mitchell, Mrs Bowkett or Mr Jones. Alternatively, you can ring Children Social Care on: 0300 123 2224 or email childrens@somerset.gov.uk
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