
Absence Request for Student Leave during Term Time

Dear Parent / Carer,

Please note, authorisation of absences are at the discretion of the Headteacher, and only in exceptional
circumstances. All absences, including for holidays, must be requested as far in advance as possible –
the minimum notice period is 6 weeks. If you think your child needs to be taken out of school, this form
should be completed by the parent/carer and returned to Stokesley School Attendance Team within the
minimum notice period.

Details of Absence Request

Name of Student Year/ Tutor Group

Name of Student Year/ Tutor Group

Name of Student Year/ Tutor Group

Address

Name of Parent/ Carer

Contact Number of Parent/ Carer

Reason for exceptional circumstances for absence request during term time. (Please attach
relevant paperwork including official letters, invitations, medical appointments, work
information etc.)

.

Dates From Total Number of Days

Up to and Including

Signature of Parent/
Carer Date Signed
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Date Application Received

% of
Attendance

% of
authorised

% of
unauthorised

Comments

Approved YES NO

Frequently Asked Questions

What are exceptional circumstances?
Exceptional circumstances are one off events which are unavoidable, examples may include the death of
a close relative, attendance at a funeral, respite care of a looked after child, a housing crisis which
prevents attendance.

My child’s attendance record is generally good, can I still be issued a fine for an unauthorised
holiday?
The North Yorkshire Penalty Notice Code of Conduct allows a Penalty Notice fine to be issued for
holidays taken for 5 days (10 sessions) or more.

Which parent/carer receives the fine?
Where both parents live together and have day-to-day care and also any absent parent who has frequent
contact with the child and is named in the child’s school records may receive a fine for each of their
children. This will include parents who allow their child to go on holiday with another family member or
friend of the family.

Who is considered to have parental responsibility?
The definition of a parent is anyone who has parental responsibility for the child and/or any adult with day
to day care and responsibility. (Section 576 Education Act 1996). This will include step parents and
cohabiters, partners of older pupils if the partner is over 18 years of age and they are living together, other
relatives with residency orders.

Could an absence to attend a religious observance or festival be an authorised absence?
Absence that is due to religious observance should be marked as authorised where there is an element of
worship associated with the religious observance. The religious observance days are set by the religious
body of the individual religion, not determined by the parents.


