
Request for Exceptional Term Time Leave 

(one form per child) 

Westways Primary School 
 

Name of Pupil 
 
 
Siblings in this or other schools 
(Name, DOB, Name of School) 
 
 
 
 

Name of Parents or Carers 
 
 
 
Telephone number 
 
 
Email 
 

Dates of exceptional leave request      From                                    To 
 
 

Why are you requesting an exceptional leave of absence during term time? 
 
 
 
 
 
What steps have you taken to minimise the impact of the leave on your child’s learning? 
 
 
 
 
 
Where will you be staying during the leave period?  Please provide the full address and Emergency 
Contact Details (UK and Abroad) 
 
UK: 
 
 
 
Abroad: 
 
 
 

 I confirm that the information on this form is true 

 I agree to keep the school informed of any changes to my travel arrangements or if my child is unable to 
return to school on the due date 

 I am aware that if my child does not return to school by the date provided that he/she is at risk of losing 
their place at this school 

 I am aware that I may be fined and/or prosecuted for any time which my child is absent from school that 
has not been authorised by the Headteacher. 
 

Signed by parent/carer 
 
 
 

Print name and relationship to child Date 

For school use only Date request received                 /      / 
 

Has the request been considered by the Headteacher? Y/N 
Has the request been discussed with the parent/carer? Y/N               Date:……………. 
Number of school days Requested........   Number of days Authorised……..   
Number of days Unauthorised........ 
 
Date of decision letter sent to parent/carer: 
 

If unauthorised leave is taken and this case complies with Penalty Notice criteria please forward to MAST 
along with Pupil/student attendance register. 
 

Name of School 
 

 

Headteacher’s signature Date 

 



Westways Primary School  

Request for Term Time Absence 
 

 

Information for Parents 

 

Question:  Why must I ask for the school’s permission? 

Answer:  The current law does not give any entitlement to parents/carers to take their child on 

holiday during term time.  Any application for leave must be in EXCEPTIONAL CIRCUMSTANCES 

and the headteacher must be satisfied that the circumstances warrant granting the leave. 

 

Question:  What must I do if I need to take my child out of school during term time? 

Answer:  Fill in this form requesting permission from school and return to the school office at least 

20 days in advance of any arrangement being made.  Your application will be considered and you 

will be informed of the school’s decision within 10 working days. 

 

Question:  What if we have a family emergency? 

Answer:  There will be some occasions when it is not possible for the parent/carer to make a 

request for exceptional term time leave.  Whilst emergency situations are often difficult, 

parents/carers are still required to contact the school at the earliest opportunity and submit a 

written request for exceptional term time leave.  This written request can be made on behalf of the 

parent/carer.  The request must include a specific leave period including a return date. 

 

Parents/carers taking their children out of school due to a family emergency are encouraged to 

consider: 

 That they have considered the impact and appropriateness for their child 

 Whether or not alternative care arrangements could be made for the child to remain in 

school, e.g. to stay with an extended family member 

 That they have looked at limiting the amount of time absent from school 

 

Question:  What if we book a holiday and the school does not authorise it? 

Answer:  If parent/carer takes their children on holiday during term time and this is not authorised 

by school, they can be issued with a Fixed Penalty Notice (Holiday Fine) £60 (if paid in 21 days or 

£120 (if paid between 21 and 28 days).  Each parent/carer can be issued with a notice one per 

child.  If the fines remain unpaid and the child’s attendance does not improve the parent/carer 

maybe taken to court to be prosecuted under the higher charge of an ‘aggravated offence.’ 

 

Question:  What happens if I don’t make a request for leave? 

Answer:  Where parents/carers have not requested leave from school the child is at risk of losing 

their place at the current school.  This would mean you would have to re-apply for a place at the 

school. 


