Request for leave during term time application form (New Version from February 2026)
Webheath Academy Primary School

Child(ren)’s name Date of Birth: Class

Date of Birth:

Date of Birth:

For Office Use Only

Level of attendance during last academic year ...........cccceeeeeeererireenennens, CUITENt aCAAEMIC YEAN v,
Level of attendance during last academic year .........cccccevevveeeesererrreennns, CUTENT ACAAEMIC YEAN <ot
Level of attendance during last academic year .........ccccvvevversserervreenenr, CUFENT ACAAEMIC YA <ot

Child(ren) will/will not* be sitting examination/SATS during this year. (*delete as appropriate).
Other relevant information e.g. out of school learning planned/presentation day

Parent/Carer to complete - To: The Headteacher of Webheath Academy Primary School

Dates for which leave of absence is requested

From (first day of absence): To (last day of absence) Number of School Days:

Please state reason for leave (include any exceptional circumstances you wish to be considered) Please continue overleaf if required.

Please print full legal name, each parent to sign and full address for each parent.

1st Parent/Carer Print Full Legal Name: ........ccccooiiverineneennineneseesinsineisse e sesenssesesssessssesse. SIBNMALUIR oottt ettt sttt st e e st sssea s st enasens
FUIT AGAISS.. v ettt ettt sttt et cee ettt sttt e es s s b es bbbt e 4s et sese b et e 4s £t 400 Eae se8eh e e e 4 st b es e 4s 2 108 Ehe s 4 a8 Ehe se8 4o et e es bt eesHa 1eEHhe et e E R et ebe St eba bt sesetn bt sesena bt sesene
2nd Parent/Carer Print FUll Legal NamMe@: .........cc.cooveeveeviineeveeeeereeee et esesete s enesssnvsaesssesesenens SIZNATUIE ..ottt st et s s eraena s entsae s

FUIT AQAIESS....cueeieieieirt et iee ettt eete e steetestestesbesbetes e e s e s e s teseesarsars st ersaesarsesessnsessessssssssessessessessesees sesaesarssesaesaaseseaheahe abe et abe sbesessessessessessensesensarsans esbesbessesensersensssn sensensee

DAt

| have (an)other child(ren) in (an)other school(s) as follows:

FUIl NaMES aNd SCROOI GEEENUEA: ..ottt ettt st ettt st es ettt st ses b ebeseses et s ese a4 sessebate sessesbeseae et sessasaa et sesbassesasasesbesens et ses sesbebebesensssasessensntasen

After consideration, the Headteacher will write to you to confirm whether the absence will be authorised or not.

For Office Use Only

Number of school days applied for: .......ccccooeveviviienennae Absence request agreed / Not agreed

REASON: ettt et eet e cte e ste et eebte e e eteeeeseesaesaeaaseaaeebensaesaeane ehe et aeReesaenees At e eae et aenneaateeusaesenseesbes et ehe et aeneesbennee eheeaseesbentennee eheenseesbenneeRenteeueeesaes eaeentenseesaessenneenteenren

Notification of decision letter sent to parent/carer: DATE: ittt ettt e eaeeresaeebe e aea b sbesrebeabeanersesserennen




Please note, with effect from 19t August 2024 the Government has made changes to penalty notice
fines for school non-attendance. In line with Worcestershire County Council Policy, unauthorised
absence may be subject to a penalty notice fine, per parent, per child of £160 if paid within 28 days,
reduced to £80 if paid within 21 days for a first-time absence.

If a second period of unauthorised absence occurs within a 3-year timescale, this may be subject to a
penalty notice fine, per parent, per child, of £160 to be paid within 28 days.

Failure to make payment of penalty notices issued may lead to court proceedings.

The third period of unauthorised leave of absence incurred within 3 years of the first penalty notice
issued; a further penalty notice will not be issued. If suitable, the matter will be presented to the
Magistrates’ Court under S4441 Education Act 1996. Cases found guilty in the magistrates Court could
result in a fine up to £1,000 per parent, per child, and will also hold a criminal record for failing to
secure regular attendance.

The School’s Policy

The school considers that all absences from school will disrupt a child’s continuity of learning.
As a consequence, it believes that absences should be kept to a minimum in order to maximise
your child’s potential.

Leave of absence form submitted

l

Is attendance 96% or above?

NO | | YES

|

Would this absence mean your child
could miss too much school this year?
{around 19 days or more, or equivalent*® for this time of year)

[ o

Were there any attendance
concerns in a previous year?

[

Are there exceptional
circumstances?

l YES

Leave of absence
approved or declined.

Approval unlikely. ves

YES
Approval unlikely.

Approval unlikely.

What the Law says

Regulations make it clear that parents do not have any right or entitlement to take a child out of
school for the purposes of a term-time holiday or other leave. Leave during term time should be
seen as an exception to the norm. So, what are the exceptional circumstances?

Itis the decision of the Headteacher as to what might constitute exceptional circumstances and
each request for term-time absence will be considered on an individual basis. For example, the



Headteacher will not accept as an exceptional circumstance the fact that a holiday is cheaper
during term-time, or a family member has booked an activity without checking the dates.

An exceptional circumstance is much more likely to be a one-off, unique situation such as a
parent, grandparent of other close relative is seriously ill and the leave proposed is likely to
facilitate the last such family occasion; or there may have been a significant trauma in the family
recently and the Headteacher might consider that immediate leave might enable the child
concerned to deal better with the situation.

The Headteacher will also look very carefully at the child’s previous attendance record, and
should he or she have concerns, for example, should the child’s average attendance be below
95%, it is highly unlikely that the Headteacher will agree to authorise any further absence.

Other factors willinclude the likely impact on the child’s previous education, particularly interms
of continuity of learning; there is a strong link between the amount of absence in a school and the
qualifications that its pupils achieve, whether the holiday falls during a year in which the child is
due to take a pupil examination or to be involved in Government tests (e.g. SATs).

Applying for Leave of Absence for Holidays during Term Time

Applications should be made using the reverse side of this form at least 4 weeks in advance of
the proposed leave. (Parents are advised to apply for leave of absence before they confirm their
arrangements.)




