
 

 

 
 
 
Leave in Term Time 
 
It is important that children do not miss school due to holiday as they will miss important 
parts of their education and assessments that help us to plan their learning to ensure they 
make progress.   
 

The Government has renewed appeals to parents not to take their children out of school 
during term time.  The Governors and Headteacher of the school support this and have 
decided that students will only be given permission to take leave in term time if there are 
exceptional circumstances which prevents the leave being taken during the 12 weeks school 
holidays.  Each application will be considered and the Headteacher will determine the 
duration of any leave if it is agreed and authorised. However, if the application is not agreed 
and the absence occurs the dates will be unauthorised. Parents will be notified of any 
decision in writing. This notification may be hand delivered directly to the parent or posted 
to the parents’ home address. 
 
Parents should apply to the Headteacher for any request for leave in term time by 
completing a request form available from school.  (DfE guidance states schools should not 
authorise leave retrospectively)’.  Any time off requested should be received at least four 
weeks before the date requested to allow sufficient time for appropriate consideration.  
Holiday should not be booked if this authorisation has not been obtained as it will be classed 
as an unauthorised absence and the Education Welfare Service will be notified.  This may 
result in you receiving a fixed penalty fine of £60.00 per child/per parent increasing to £120 
each if not paid within 21 days.  If this fine is not paid within 28 days this may lead to court 
proceedings. 
 
If you are only able to take holiday at a set time (determined by your employer for example) 
please include a letter from your manager (on company headed paper) confirming this with 
your Request for Leave form.  If leave is requested for a family event that is taking place on a 
week day eg. wedding or funeral, one day would be authorised for this.  Any time off in term 
time will be at the discretion of the Head teacher.   
 


