
Charfield Primary School 
Working together.... Learning for life 

REQUEST TO TAKE ABSENCE IN TERM TIME 
 

Before completing this request form, parents are asked to refer to the Local Authority’s 

letter on the reverse. Completed forms should be returned to the office at least one month 

in advance of the proposed absence, and before any bookings are made. Please note it is the 

school’s policy NOT to authorise holidays in the first two weeks of September, during 

assessment weeks in May and for pupils with less than 90% attendance. 
 

Name:    Class: 

     

Date From:  Date To:  Total Number of School Days 

     

Please give FULL details of the special circumstances that require absence from school during term time (If 

this section is not completed, permission cannot be granted.) 

 

Signature of Parent/Carer:_____________________ Date:- ___________________ 

For completion by office School Year 20__/20__ School Year 20__/__ 

Previous Attendance Record 

 _______ % _______ % 

All Illness/Medical Absences 

 _______ Sessions _______ Sessions 

Holiday / Other Absences 
_______ Sessions _______ Sessions 

HEADTEACHER’S DECISION: 

Absence to be recorded as : 

Code to be used: 

Authorised 
H – Holiday (20 Sessions max) 

C- (Other Circumstances) 

Unauthorised 
G- (Holiday Unauthorised) 

Comments: 

 

Signed:__________________________________ Date:_____________                                           



Dear Parent/Carer, 

 

Leave or holidays requested in term time-” Every Lesson Counts’ 

 

My purpose in writing to all parents of primary age children is to stress the 

importance of school attendance and to ask for your support in not taking your child 

out of school during term time. 

 

Every lesson really does count for your child and children can quickly fall behind if 

even one day is missed- This includes days taken at leave in term time and long 

weekends. Catching up even a little lost time in school can be difficult for children; 

they may become more reluctant to attend and are more likely to be lonely or bullied. 

It poor attendance habits develop at primary school, children can struggle at 

secondary school or be at increased risk of harm. 

 

Decisions to authorise leave during tern time is at the discretion of individual 

Headteachers. If you are considering requesting leave for your child in term time, 

Headteachers will take the South Gloucestershire Council guidance into 

consideration: 

• Parents are strongly urged not to take family holidays during term time. 

• Requests for leave should not be authorised in term 1 (September/October) 

when pupils are settling into the new academic year or in term 5 (April/May) 

when national assessments are taking place. 

• Leave should not be authorised at any time when internal school assessments 

are taking place — these times will vary and each school with publish these 

dates in advance. 

• Parents requesting leave must do so in writing prior to departure, at least 4 

weeks. The parent must include specific reasons why the leave is requested 

during term time. 

• Schools may authorise up to 10 days leave within an academic year provided 

that there is no other concern about the child’s attendance. Where there is 

concern, the leave will not be authorised Headteachers have discretion 

whether or not to authorise leave so you should check your child’s school policy 

before any leave is booked. 

• Leave for longer than 10 days should not normally be authorised. If such leave 

is requested then the Governing Body should consider the application and may 

authorise ii only in exceptional circumstances. 

Any unauthorised leave in term time of more than 10 sessions (5 days) in one term 

may result in a Penalty Notice being issued. The Notice is a fine of £50 -£100 per 

parent, per child. If the Notice remains unpaid after 42 days the local authority will 

prosecute the parent for the non-attendance of the child at school. 

For further information about leave in term time please contact your child’s school or 

the Education Welfare Service on 01454 863377 or e-mail on 

edricationwelfare@southglos.gov.uk 


