
Request for term time leave   
 

 

 

 

 

  

Parents do not have the right or entitlement to take their pupil out of school for a term-time holiday. 

Recent government guidelines have removed the discretion for headteachers agreeing to term-time 

leave. Any requests for leave of absence need to be submitted before the leave is taken. Parents must 

complete this Term-Time Leave Request Form and provide any supporting evidence, if applicable, with 

their request. This also applies to parents requesting to take their pupil out of school during the school 

day. 

 

Exceptional circumstances (definition of exceptional: rare, unavoidable, short) will be considered on 

an individual basis. Examples of requests for leave of absence that do not meet the criteria of an 

exceptional circumstance and will not be authorised and could be subject to a Penalty Notice 

fine/prosecution for pupils of statutory school age are: 

 

• Cheaper holidays/flights in the UK or abroad. 

• Holidays that overlap the beginning or the end of term. 

• Trip of a lifetime. 

• Visiting family or friends who have different half term holiday dates. 

• Family weddings for more than 1 day or visits to see family abroad. 

• Relatives coming to visit. 

• Extension of leave if a pupil has not returned to school after an agreed absence if it does not meet 

grounds for an exceptional circumstance.  

• Leave taken due to potential travel disruption. 

• Leave taken to try and relieve travel distress for family members with additional needs.  

 
If a pupil takes unauthorised term-time leave for 10 consecutive sessions or more (generally 5 days) 

they will be subject to a Penalty Notice. The fine for a penalty notice is £80 per pupil, per parent/carer, 

increasing to £160 if not paid after 21 days but within 28 days for pupils who are of statutory school 

age. If a penalty notice remains unpaid, parents may be the subject of court proceedings for failing to 

ensure the regular school attendance of their pupil and this could result in a fine of up to £2,500 and/or 

a term of imprisonment of up to 3 months per parent. 

 

For second offences of unauthorised term-time leave (10 consecutive sessions or more) within a three-

year rolling period, the fine is a flat £160 per parent, per pupil. For the third offence in a three-year 

rolling period, the referral will be automatically considered for prosecution in relation to Section 444 

Education Act 1996.  
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