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APPLICATION FOR EXCEPTIONAL LEAVE OF ABSENCE DURING TERM TIME
ACADEMIC YEAR 2026–27
	Before you apply


We understand that families occasionally need to request leave during term time. By law, leave may only be authorised where exceptional circumstances apply, and the request is made in advance.
☐ I have read the guidance above.
☐ I understand holidays are not normally authorised during term time.
☐ I understand unauthorised absence may result in a Penalty Notice.
☐ I would like the Headteacher to consider my request.
	Section 1 – Child Details


	Pupil name
	

	Class / Year
	

	Date of birth
	

	Parent / Carer
	


	Section 2 – Leave Requested


	First day
	Last day
	Return date
	School days

	
	
	
	

	Reason (tick one): ☐ Bereavement  ☐ Religious observance  ☐ Armed Forces  ☐ Medical  ☐ Exceptional family circumstances  ☐ Other


Brief explanation:
__________________________________________________________________________________________
Supporting evidence attached?   ☐ Yes    ☐ No
	Declaration


☐ I confirm the information provided is correct.
☐ I understand this request will be considered in line with DfE guidance and the Enstone Primary School Attendance Policy.
	Signature
	Date
	Telephone
	Email

	

	
	
	




	School Office Use Only


	Attendance to date
	


	Sessions absent this year
	


	Previous unauthorised leave? ☐Yes ☐No
	


	Previous Penalty Notice? ☐Yes ☐No
	


	Exceptional circumstances met? ☐Yes ☐No
	


	Leave authorised? ☐Yes ☐No
	


	Register code
	


	Headteacher / Date
	



	Quick Reference



Leave may potentially be authorised when:
✓ Requested in advance.
✓ Exceptional circumstances apply.
✓ Evidence is provided where appropriate.
Leave is not normally authorised for:
✗ Holidays
✗ Cheaper travel
✗ Extending weekends
✗ Family convenience
Need advice before booking? Please contact the school office. We are always happy to discuss your circumstances confidentially.
Thank you for completing this form for our records.
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Every Day Counts - -
Attend Today, Achieve Tomorrow H

Regular attendance is one of the most important ways
you can support your child’s learning, confidence,
friendships and future success.

We are a team — working together for every child. .





