
 
 

  
HOLY TRINITY PRIMARY SCHOOL 

REQUEST TO TAKE ABSENCE IN TERM TIME 
 
 

**Before completing this request form, parents are asked to refer to the Attending School Leaflet. Completed forms 
should be returned to the office well in advance of the proposed absence, and well before any holiday booking is made. 
 
Permission is requested for the absence of: 

Name Class 
 

From (date/time) To (date/time) Total number of Days 
 

 
inclusive, in order for him/her to be absent from school. 
Please give details of circumstances which require absence from school during term time (if this section is not 
completed, permission will be refused).  
Please provide evidence of all medical/dental appointments – a copy of the letter or sight of a confirmation 
text is required.  
 
Reason for Request for Absence (please tick as appropriate) 

Doctor Appointment  Family Bereavement   Religious Observance  
Dental Appointment  Study Examination  Other Medical Appointment   
Hospital Appointment  Family Funeral     
Other Circumstances (Please Specify) 
 
 
 

 
Signature of Parent/Guardian____________________________________ Date _________________ 
 

For completion by Office: 
 
Previous attendance record is:  good / satisfactory / poor 
 
The proposed dates coincide with _____________________________ 
 
Any previous absence during the term time during this school year: 
 
 
 
Headteacher’s Decision: 
 
Permission for the above absence is:       Granted / Refused 
 
If permission has been refused, the reason is: _________________________________________ 
 
 
(If absence is taken after being refused, it will be classed as an unauthorised absence) 
 
 
Signed __________________________________________________ 
 

 



Why is it important for children not to miss school?  

Most Parents want their children to get on well in life.  Nowadays, it is more important than ever to have a good education 
behind you if you want opportunities in adult life.  Children only get one chance at school, and your child’s chances of a 
successful future may be affected by not attending school regularly. 

   

If children do not attend school regularly, they may not be able to keep up with school work.  In a busy school day it is 
difficult for teachers to find the extra time to help a child catch up. 

   

And it’s not only the academic work.  Missing out on the social side of school life, especially at primary school, can affect 
children’s ability to make and keep friendships, a vital part of growing up. 

   

Setting good attendance patterns from an early age will also help your child later on.  Employers want to recruit people 
who are reliable.  So children who have a poor school attendance record may have less chance of getting a good job. 

  

What does the law say?  

By law, all children of compulsory school age (between 5 and 16) must get a suitable full time education.  As a parent, you 
are responsible for making sure this happens, either by registering your child at school, or by making other arrangements 
which provide a suitable education. 

   

Once your child is registered at a school you are responsible for making sure he or she attends regularly.  If your child fails 
to attend regularly, even if they miss school without you knowing, the Local Authority (LA) may take legal action against 
you (see below). 

   

The LA is responsible for making sure that parents fulfill their responsibilities.  Parents are responsible for making sure that 
their registered children attend school regularly. 

 

What about authorised absences?  

Of course, there may be times when your child has to miss school because he or she is ill.  This is to be expected and for the 
odd day off sick you should follow the school’s procedures for notifying illness. 

   

Children may also have to attend a medical or dental appointment in school time.  However, you should try to make 
routine appointments such as dental checkups during the school holidays or after school hours. 

   

Any absence must be requested as far in advance as possible.  Absence can only be authorised by the school. 

   

If you think you might need to take your child out of school, discuss the reasons with the school as soon as 
possible.  Reasons such as family bereavement or taking part in a religious event would be acceptable for short 
absences.  Unacceptable reasons for missing school include shopping and birthdays. 

   

What about holidays in term time? 

The Headteacher will not authorise absence for holidays during term time unless the circumstances are exceptional.  

Each application is considered individually by the school, taking into account factors like the timing of the holiday and the 
child’s attendance record.  You should negotiate absence with the school as early as possible.  Schools will only consider 
any additional absence during term time in exceptional circumstances.   

As a parent, you are committing an offence if you fail to make sure that your child attends school regularly, even if they are 
missing school without your knowledge. 

  


