
Winter Gardens Academy 

Application form for Leave of Absence  

from school due to special circumstances  

 

Taking your child out of school during term time means that they will miss important parts of their education.  The 

school discourages Parents/Carers from taking pupils out of school during term time.  

If the absence is unavoidable, the following form should be completed so that the school can consider each 

application.  In making its decision, the school will look at the current attendance of the pupil and the reasons for the 

absence. 

There is no legal right for pupils to be removed from school during term time.  

 

*If the absence is not authorised and the pupil misses school the case can then be referred to the Local Authority who may 

issue a penalty notice to each parent of £60 for each child to be paid within 21 days.  If the penalty is not paid within the 

time scale the penalty will increase to £120 .  If the higher penalty is not paid,  the Local Authority will then institute legal 

proceedings against you in the Magistrates’ Court under Section 444 of the Education Act 1996 for failing to ensure that 

your child attends school regularly.  

 
Name of pupil:        Class: 

 

First day of  
absence: 

Date of return  
to school: 

Total number of  
school days: 

 

Reason for absence: 
(Please tick)  
 the absence is linked to a bereavement or convalescence/medical leave 
       the absence is linked to a family wedding (please provide invitation) 
 the absence is due to a religious observance 
 the absence is due to parental military service 
 other 
Please explain the absence: 
 
 
 
 
 
 
 

Applications will not be considered without supporting evidence     

 
I understand that if my application does not fall under the above criteria and I take my child out of school then the paragraph marked 
* will apply. 
 
Signed …………………………………………………….   Date ……………………………… 
 
Name: ………………………………………………………………….. 

 
 
FOR OFFICE USE ONLY 
 

Exceptional reason? 
 
 
 

Attendance % for this 
year. 

Unauthorised sessions: Previous authorised 

holiday? 

Notes on pupil’s 
attendance: 

 
Absence: authorised/unauthorised  Code to be given……….  Signed by Headteacher…………………………..       
 
Letter required for Parent: Y  /  N        Date letter sent………….  Absence logged on System:    Y  /  N 
 
Date for Penalty notice to be applied for (if required)……………………….  In the diary:    Y  /  N 
 
Date form received ………………                      Text & E Mail required Y/ N                Date text & email sent……………. 


