
 

WENSLEY FOLD CE PRIMARY ACADEMY 

 

DISCRETIONARY LEAVE OF ABSENCE FOR PUPILS 

DURING TERM TIME POLICY 

 

 

MISSION STATEMENT 
The school values and recognises the uniqueness of each individual child and 

acknowledge their fundamental right to be educated to their full potential in a safe, 

secure and caring environment.  The school, which has a Christian heritage, will, in 

partnership with parents and the extended community, aim to make each day count 

for all. 

The governing body recognises that some parents will occasionally need to take their 
children away when school is in session. However, it believes these occasions should 
only be in extenuating circumstances. 
 
Following new Government legislation (see BwD guidelines for details) only in VERY 
EXTENUATING CIRCUMSTANCES for an emergency will discretionary leave of absence 
in term time be approved. Evidence of a genuine emergency will be required by 
school. If your request is not approved and you take your child/ren out of school you 
will receive a penalty notice £60 per parent per child. There is also the possibility that 
your child/ren may be taken off the school roll and you will have to re-apply for 
admission. 

 
Parents do not have an entitlement to take children out of school for a family holiday 
for up to 10 days. 

 

Requests for leave of absence will be considered by the Headteacher who 
recognises that discretion will need to be applied to each leave request 
according to individual circumstances. 
 

Things to consider 

• Having time off school for family holidays is not allowed; parents do not 
have an entitlement to take children out of school for a family holiday for up 
to 10 days. 

• It is highly unlikely ANY leave of absence will be authorised for : children in 
Year 6 or Year 2; children in other year groups during assessment periods; 
children in their first term of Reception (September – December) 

• Long absences result in children falling behind with their school work 
which can impact on their overall progress. 

• Some children have social difficulties when they return. 
• Damaging effects can be minimised by: 

- using existing school holidays. 
- only taking your child out of school in an emergency for a short 



 

period of time 
- parents keeping any other absences to a minimum. 

What to do if you still need to take your child out of school during term time 
1. Discuss the need for a request for leave of absence with the 

 Headteacher at the earliest opportunity. 

2. Do not book any tickets until your leave of absence has been agreed by 
 the Headteacher. 

3. Complete a leave of absence form (available from the main office) and 
 return to school with a copy of flight tickets if going abroad. 

Where appropriate a meeting will be arranged for you with the Headteacher and a 
Governing Body panel. 

4. The  factors taken into consideration are: 
- the purpose and circumstances of the visit; 
- the length of leave requested; 
- the overall attendance record of the child (this should be 95% or above); 
- if children are in Year 6 or Year 2 (year groups for statutory tests) 
- the age of the child; 
- the proximity of tests and assessments to the requested leave; 
- the child’s educational needs and general welfare; 
- the child’s ability to catch up on their education; 
- frequency and length of any previous requests. 
- if children are in other year groups during assessment periods. 
- if it is the first term of Reception (September – December) 
5. The Headteacher confirms at the meeting whether your request will be  

 authorised or not. 

 
Outcome of the meeting with the parent/carers: 

6. Where the request is approved, then school should notify the 
parents/carers in writing of the decision and confirm the agreed date 
by which the child will be expected to return to school. This letter 
should also inform the parents/carers of the actions which could be 
taken if they fail to return on time, e.g. issued with a penalty notice for 
unauthorised absence. 

7. Only at this stage, if your leave is authorised in writing, should tickets 
be purchased for the exact dates agreed with the Headteacher. 
Requests with open ended tickets will not be authorised. 

8. If the school does not grant permission, the Headteacher should 
 write to the parents/carers explaining the reason why the request 
 has been refused and warning them of the potential consequences 
 for failing to ensure their child’s attendance at school, e.g. they may 
 be issued with a penalty notice and/or their child might be removed 
 from the school roll. 

9. Tickets should be presented to the school for copying whether leave is 



 

authorised or not. 
10. The application form is sent to the Principal Education Welfare Officer 

and a copy kept in school. 
 

Procedure to be followed by the Headteacher when considering requests from 
parents/carers to authorise the absence of a pupil in order for them to receive 
medical treatment abroad: 

• Seek clarification from parents/carers as to whether the child has been 
diagnosed with a long-term or recurrent illness; 

• Discuss the most appropriate time to plan the treatment in order to help 
minimise disruption to the child’s educational career, e.g. avoiding SATS and 
examination times; 

• request the pupil’s parents/carers to provide medical evidence from the child’s 
UK hospital consultant/paediatrician to support approval of absence; 

• ask parents for their consent to seek further advice from UK health professionals 
(e.g. school’s health service) around potential further detriment to the child’s 
health if the requested period of absence was not agreed and/or treatment is 
delayed because of concerns over the need to maintain continuity of education; 

• request the pupil’s parents/carers to provide a letter from the hospital 
consultant/paediatrician in the country where the child will be receiving 
treatment, specifying: 

a. the nature of the medical problem; 
b. the type of treatment to be undertaken, and 
c. the estimated recuperation period needed before the child can be 

declared fit enough to safely return to the UK; 
 

• secure agreement from the parents/carers that they will contact theschool 
if anything delays their expected return; 

• give due consideration as to whether the child or young person is likely to be 
placed at more risk by being out of the country and not receiving a suitable 
education. 

 
In the majority of cases, after securing parental consent, the first point of contact 
should be the school nurse, who will liaise with community paediatricians and/or 
refer on as they see fit. 

 
During and after your visit 

 Agreed leave of absence is recorded as an authorised absence. 
 Absence without permission from the Headteacher is unauthorised. After 5 days 

unauthorised absence a referral is made to the EWO and a penalty notice will be 
issued by the Local Authority. The fine is £60 per parent per child if paid within 
21 days, if not paid it is £120 per parent per child if paid within 28 days. If this is 
not paid within this time it may lead to prosecution in the Magistrates court. 



 

 If the pupil does not return within 10 days of the agreed return date, this is 
regarded as unauthorised and the child’s name may be removed from the school 
roll, with no guarantee of readmission. 

 You are asked to contact school if anything delays your child’s expected return; 
evidence of the delay will be required. This may or may not be accepted as a 
genuine reason for non / late return. 

 Retrospective applications will not normally be considered for authorisation and 
could trigger a penalty notice or child being taken off roll UNLESS genuine 
evidence of an emergency can be supplied on your return. In such a situation we 
would expect parents to contact school to communicate the reason for a child’s 
absence. 

 
All Leave of Absence is at the Headteacher’s discretion and this decision is final. 
 

 

 

Approved by the Community Committee November 2018 

 

Signed……………………………………………………………………………

………………..Chair of Community 
 


