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  ELMWOOD SCHOOL


Request for Term Time Absence

To:  The Headteacher

Authorised absence for a term time absence is requested for :-

Name of Pupil …………………………………………………..…………………………………

Dates:  From ……………………………………………… to ………………………………….

Reason for asking for absence during school time (please indicate below): 
· Taking part in a regulated performance, or regulated employment abroad
· Attending an interview
· Study leave
· A temporary, time-limited part-time timetable
· Exceptional circumstances  …………………………………………………………..………………
……………………………………………………………………………………………………………………….


Signed ……………………………………………………    Dated ………………....................

It is unlikely that a leave of absence will be granted for the purpose of a family holiday.

In the event that a child is taken out of school during term time, a fine of £80 per child will be imposed, which must be paid within 21 days.  Failure to pay will increase the fine to £160 per child, which must then be paid within 28 days, to avoid potential prosecution.


To be completed by Headteacher

To: ………………………………………………………………………… (Parent/Guardian)

You have proved that there are exceptional circumstances for this request and, therefore, your request is approved and the absence, as set out above, is duly authorised
OR
You have failed to prove that there are exceptional circumstances and your request is not approved.
OR
You have failed to prove that there are exceptional circumstances and  your request is not approved, and we will be progressing with a penalty notice.

Therefore, if the pupil is absent as proposed above, it will be recorded as unauthorised


SIGNED : ……..………………………………………………….  DATED: ……………………………..

Nb.  Any absence of two weeks in any one year is the equivalent of a half a day each fortnight.  PLEASE consider the effect on your child’s education of holidays taken in term-time.
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