[image: ]Request for absence from school due to exceptional circumstances

Schools are only able to authorise absence from school in exceptional circumstances.  In making a request for an absence from school you will need to explain why the circumstances are exceptional.  The school defines ‘exceptional circumstances’ as extreme, unplanned family emergencies, where all efforts to support school attendance have been considered in the first instance.
	Name of Child/ren
	

	Class/es
	

	Name of Parent/Carer
	



	Date absence requested from:
	Date absence requested to:
	Length of absence 
(school days)

	

	
	



	Please explain why you are requesting an absence and the circumstances which make your application exceptional, so the leave cannot be taken within the normal 13 weeks holiday your child has from school. 
If you are requesting authorisation to attend a specific event, please confirm the date and travel plans. 
For service personnel, please provide a letter from your senior line manager to support your application. 

















Signature of Parent/Carer………………………………………………              Date……………………………………………………

Please note:  Where a term-time holiday is taken without authorisation, the absence will be recorded as unauthorised.  If your child reaches the threshold of 10 sessions (5 days) of unauthorised absence, a referral will be made to the County Attendance Team under the new national penalty notice framework and you may be liable for a penalty notice per child, per parent.  

FOR OFFICE USE:
Date received  ……………………………………………………………       Meeting arranged for  ……………………………
Parent notified of decision via letter…………………………         Leave authorised    Yes    No                         
Percentage attendance at time of request            %               Penalty Notification letter sent   Y/N   
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