
 
Request for leave due to exceptional circumstances during school 

time. 

 
The staff and Governors of Kingsway Primary School encourage all families to take their holidays during 
school holiday periods. 

 

Good progress goes hand in hand with good attendance. 

EVERY DAY COUNTS 

‘MISSING SCHOOL IS MISSING OUT’ 
 

Amendments to the Education (Pupil Registration England) Regulations 2006 came into force on 1 

September 2013. The amendments make it clear that Headteachers may not grant any leave of absence 
during term time unless there are exceptional circumstances. Headteachers should determine the number 
of school days a child can be away from school if the leave is granted.  

 

To request authorisation for a leave of absence during term time please complete this form and return it 
to the Headteacher at least two weeks before the first day of planned absence. 
 

In considering any request for absence the Headteacher will take into account if the reason for absence 

falls into the exceptional circumstances criteria set by the individual school’s governing body then the 
absence will be authorised and a letter sent to the parents. If the absence is to be unauthorised then a 
letter will be sent to parents stating this.  
 

Our registers on a regular basis and we will contact parents/carers whose children have a 

below average attendance rate. Actions will be taken to improve the child’s attendance for 

the sake of their learning and these actions may include the actioning of fines and resulting 

court proceedings.   
 
I would like to request for my child ……………………………………………………………..………….. to be absent from school 
 
 

from …………………………………………………………………………to ……………………………………………………………… for the following exceptional reason: 
 

               (Please explain how this request meets exceptional circumstances) 
 
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 
 

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 
 
…………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………… 
. 
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 

 
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 
 
Number of days missed for this request……………………….      
Number of days absent this year before request……………………………… 

 
I understand that this absence from school is likely to have a negative impact on my child’s learning and 
progress. 
 
Signed ………………………………………………………………………………….. Date…………………………………………………………. 
  


