Request for Absence in School Time
To The Headteacher, Woodlands Meed

Pupil name

Class

First day of absence
Last day of absence

Reasons for seeking absence during school time:

Name

(Parent / Guardian)

Signed

Date

To parent / carer of

Class

First day of absence
Last day of absence

o Your request is approved and the absence set out above is duly authorised.
o Your request is not approved; therefore if the pupil is absent as proposed above, it
will be recorded as unauthorised for the following reasons:

Signed

(Headteacher) Date

Notes
 Absence from school for an annual family holiday or an extended trip abroad can be
authorised only by the school.
 Absence for a holiday of more than two weeks will not be granted, unless there are
exceptional circumstances acceptable to the school.
 Absence not approved by the school in writing and in advance will be recorded as
‘unauthorised’.
 Once the Headteacher has signed your form, if it is approved please inform the
transport that your child travels on.
Absence for Holiday on Exceptional Grounds Additional Notes
 Parents do not have an automatic right to take a child from school for holiday
purposes. Permission must be obtained in advance.
 Holidays should be planned to avoid or least minimise disruption to your child’s
education.
 If authorised absence of more than two weeks is requested, full details of the holiday /
trip and the family circumstances must be submitted in writing in advance. The
absence must be for a genuine holiday, a trip to work in a family business is not
permissible. Parents must also state why they consider it essential for the child to take
such time off school.
 If a child is kept away for longer than the period agreed; the additional time will
normally be treated as unauthorised. Similarly if the child is taken away without prior
permission, this will be recorded as an unauthorised absence.
 If a holiday of more than two weeks during term time is being planned, please contact
the school to discuss the most appropriate time of the year with regard to the child’s
continuity of education. This is particularly important for a child in Year 11.
 If the absence for more than two weeks is authorised, the school reserves the right to
require a set level of study during the holiday and/or the completion of assignments.
These arrangements are made in accordance with the Education (Schools and Further
Education) Regulations 1981 and guidance issued by the Department of Education and
Skills “SCHOOL ATTENDANCE POLICY AND PRACTICE ON CATEGORISATION OF ABSENCE”

