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Leave of Absence Policy 

 

Definition of Leave of Absence 

Leave of absence refers to a pre-planned absence from school (part lesson, single lesson, full or part day), 

that is for any reason other than one related to time off for medical appointments or illness and is only 

granted in exceptional circumstances.  

Leave of absence requests must be made for any of the following reasons*: 

 Holidays 

 Funerals 

 Religious observance 

 External sporting fixtures/camps/tours 

 External performances/rehearsals 

 Dance exams 

 Work experience 

 College or school visits or interviews for students in Years 7-11 

 Attendance at other events 

*this list is not exhaustive 

 

Exceptions: 

 Sixth Form university visits  

 External music exams organised by the school’s peripatetic music teachers 

In these cases, please text the school to give advance notification on 07860 034183 and supply proof of the 

music exams via attendance@keslichfield.org.uk 

Ratified by governors on: 17th June 2022 

To be reviewed: June 2022 

To be reviewed by: 
Ratified by: 

Assistant Headteacher, Attendance Officer  
Student & Staff Welfare Committee 

mailto:attendance@keslichfield.org.uk
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Process 

Stage Action Responsibility 

1 
Read the school’s Leave of Absence Policy. This is available on the 

Attendance page of the website under the Information tab. 
Parents / 

Carers 

2 

Complete the online Leave of Absence Form using the link on the front or 
Attendance page of the school website (Appendix 1). A separate form should 
be completed for each student, at least 5 school days before the date of the 
proposed absence; select the submit button to send the form for processing. 

Parents / 
Carers 

3 
Request considered by Deputy / Headteacher and formal response 
sent to parents / carers (Appendices 2 and 3); this may take up to 5 

school days 
School 

4 
If the leave of absence is not authorised and parents / carers still take 
their child out of school, the absence will be recorded as unauthorised  

School  

5 

If the leave of absence is not authorised and parents / carers still take 
their child out of school this may result in a Penalty Notice of £60 per 

parent* per child. 
 

 Fines are processed by the Local Authority after the period of 
absence has been completed 

 The fine increases to £120 if not paid within the 21 days given 

 Failure to pay the £120 fine within days 22-28 may lead to court 
proceedings  

 There is no limit on the number of times a Penalty Notice for 
unauthorised leave of absence can be used in an academic year 

Local 
Authority 

 

Important Points to Note 

 Staffordshire Local Authority Code of Conduct for Issuing Penalty Notices September 2017 governs how 

we as a school deal with applications for leave of absence. 

 

 There is no automatic right to leave in term time, Headteachers can only grant leave under exceptional 

circumstances.  

 

 If leave of absence is not applied for according to school policy, this may lead to an absence being 

recorded as unauthorised and may lead to a Penalty Notice being issued by the Local Authority.  Leave 

of absence will not be authorised if the request is not received in advance. 

 

 Parents are strongly advised not to finalise any booking arrangements before receiving the school’s 

decision regarding their request.  
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 As much detail about a proposed absence as possible should be included on the Leave of Absence 

Form, to enable the Headteacher to make an informed decision as to whether the absence can be 

authorised or not.  

 

 Each leave of absence application will be considered individually and on its own merits. In considering a 

request, the school will take account of: 

 

 The exceptional circumstances stated that have given rise to the request 

 The stage of the child’s education, their progress, and the effects of the requested absence on 

both elements 

 Frequency of similar requests 

 Whether the parent / carer made the request in advance 

 Students on examination courses will not normally be granted leave of absence 

 

 Where parents have children in more than one school the Headteacher of each school will make their 

own decision based on the factors relating to the child at their school. Headteachers may choose to 

liaise with each other as part of their decision-making process. 

 

 If the leave is authorised, the Headteacher will determine the number of school days that have been 

authorised as part of the absence. If the child does not return to school when expected and information 

is not made available to the school to explain / justify the continuing absence, this absence will be 

recorded as unauthorised and parents / carers may be issued with a Penalty Notice by the Local 

Authority. 

 

 If a leave of absence is not authorised and a parent / carer reports the child as absent due to illness on 

the dates requested, the absence will be recorded as unauthorised and parents / carers may be issued 

with a Penalty Notice by the Local Authority. 

 

 It is a legal requirement for schools to maintain accurate attendance records, including reasons for 

absence. School will investigate if the reasons provided for an absence contradict our understanding, 

records will be updated accordingly, and parents / carers may be issued with a Penalty Notice by the 

Local Authority. To avoid putting members of staff or students in awkward and avoidable situations we 

would like to encourage an open and honest dialogue regarding leave of absence in term time. 

 

 We understand the challenges that some parents face when booking holidays, however we believe that 

to ensure children receive the best education possible they should be in school during term time. The 

Local Authority monitors school absences during term time and supports Headteachers in challenging 

those who ignore the law. 

 

 Enquiries regarding a Penalty Notice that has been issued to a parent / carer should be addressed to 

the Local Authority using the contact details provided on the paperwork that has been received.  

 

 Please remember that a student who has been granted a part day leave of absence should have a note 

from home to show the Student Reception Team when signing in / out of school. 
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*Generally, the DfE states that parents include all those with day-to-day responsibility for a child. 

Appendix 1 
 

https://forms.office.com/r/bWjuPfzX6H 

Appendix 2 – Example Letter – Leave of Absence Not Authorised 

Date  
 Name  
Address  
  
Dear   
  
Re: Student’s Name   Tutor Group DOB:   
  
Thank you for the completed Leave of Absence form requesting permission for STUDENT to be absent from 
school from INCLUSIVE DATES, a total of NUMBER school day(s).  
  
You will be aware that the Department of Education made important changes to the law for families wanting 
to request leave of absence in term time. The changes made it clear that head teachers may not grant any 
leave of absence during term time unless there are exceptional circumstances.  The guidance is quite clear 
that schools are unable to authorise absence for holidays during term time.  
  
I have considered your application very carefully.  Although I understand the reason for your request, I am 
unable to approve this leave of absence.  
  
If you do take the decision to remove your child from school, the absence will be recorded as unauthorised.  
  
We ask for your support in ensuring your child receives a clear message that attendance at school is 
important. The Education Welfare Service can take legal action against you and any other adult with parental 
responsibility if you fail to make sure that your child goes to school regularly and there is no legitimate reason 
for the absence. This action might take one or two forms:   
  
• The issuing of a Penalty Notice   
• Prosecution in the local magistrates Court   
  
Further information can be found via the following link:  
  
https://www.staffordshire.gov.uk/education/Education-welfare/Documents/Code-of-Conduct-From-
1.1.2018.pdf   
  
Please be aware that there is a very strong link between attendance and final examination results, even when 
those examinations are taken some time later. The school has a target to achieve attendance of 96% or 
higher, in order that our young people can achieve the highest level of success possible.  
  
Thank you for your support in this matter. If you would like to discuss your child’s progress and attendance 
further, please do not hesitate to contact the school office and arrange an appointment.   
  
Yours sincerely  

  

https://forms.office.com/r/bWjuPfzX6H
https://www.staffordshire.gov.uk/education/Education-welfare/Documents/Code-of-Conduct-From-1.1.2018.pdf
https://www.staffordshire.gov.uk/education/Education-welfare/Documents/Code-of-Conduct-From-1.1.2018.pdf
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Appendix 3 – Example Letter – Leave of Absence Granted  

  
Date  
Name  
Address  
  
  
Dear   
  
Thank you for the completed Leave of Absence form requesting permission to take STUDENT AND TUTOR 
GROUP out of school on INCLUSIVE DATES, a total of NUMBER school day(s).  
  
I have considered your application very carefully.  The circumstances you have described are exceptional, 
therefore I will authorise this absence.  
  
I am sure that you will support STUDENT in catching up with any work missed.  
  
Yours sincerely  
  
  
  
  
 


