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“EVERY LESSON COUNTS” 
Leave of Absence during Term Time 

Authorised and Unauthorised Absence 

 Absence from school in term time can only be authorised in exceptional circumstances. Authorisation remains at the discretion of the head 

teacher and governors. 

 

Authorised Absence will be authorised if it is for the following reasons: - 

 genuine illness 

 unavoidable medical/dental appointments (appointment cards/letters must be shown to the school office) 

 days of religious observance notified in advance 

 exceptional family circumstances, such as bereavement 

 

Any request for a planned absence from school (other than medical) must be made on the school’s request for absence from school form. 

 

Holidays in term time 

 

We  take a strong stance with holidays being taken in term time, as learning is disrupted and the lost time is detrimental to the educational 

progress of the child. In accordance with the Department for Education’s guidelines it is made clear that missing school for holidays is 

unacceptable. There are 190 statutory school days in one year. Parents cannot expect a leave of absence for the purpose of a holiday.  

 

Whitefriars Infants asks parents who feel it is absolutely unavoidable to take their annual holiday in term time to fill in the leave of absence 

form explaining the circumstances to the Headteacher at least four weeks in advance. Any requests which do not give this notice period 

will not be authorised.  We are unable to consider holiday requests without information and proof of extenuating 
circumstances to support the application. The school will not authorise holidays retrospectively.  Individual cases will need to be judged 

on their merits and fine judgements will have, on occasions, to be made.  

The legal position for schools is that they cannot authorise ten days unless there are ‘exceptional circumstances’. If a child is taken out of 

school for a holiday, without permission, this will be recorded as an unauthorised absence 

 

Unauthorised Absences 

Unauthorised absences are those where: 

 no letter or acceptable explanation is provided by parent(s)/carers; 

 the reason for the absence does not fall into one of the categories of authorised absence above. 

 holidays are taken without authorisation 

 the four week request time scale is not met 

 the child is late and misses the close of registration 

 

The DfE guidelines state that the following activities would classify as unauthorised: 

 shopping 

 a birthday treat 

 a family celebration 

 holiday being cheaper 

 

Absence rates are monitored by the school and information is passed to the Education Entitlement Team when there are concerns.  They have 

the power to decide to issue a Fixed Penalty Notice of £60, rising to £120 if payment is not made within twenty eight days.  

The criteria for the issue of a Fixed Penalty Notice are: 

 

a) 18 sessions (9 days) of unauthorised absence in the last 6 weeks 

b) 10 consecutive days of unauthorised absence (this includes unauthorised holidays)An accumulation of unauthorised absence 

leading to an attendance of 85% or less 

Head Teacher Mrs Debbie Threadgold (B.Ed. Hons.) 

e-mail head@whitefriars-inf.northants-ecl.gov.uk 
 


