
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
REQUEST TO TAKE A CHILD OUT OF SCHOOL DURING TERM TIME  

Please complete this form, giving brief but specific details of the requested absence.  
  

I would like to take my child………………………………..…………………………… (name)    Class: ………………………   

  
out of school from …………………………………...................to …………………………………………………………..  

 

Number of days: …………………………….  

  
I am requesting this absence during term time because:   

  
………………………………………………………………………………………………………………………………..…………………...…………..  

  
.……………………………………………………………………………………….............................................................................  
   
…………………………………………………………………………………………………………………………..……………………………………..  

  
……………………………………………………………………………………………………………………………………………………………….… 
  
……………………………………………………………………………………………………………………………………………………….…………  

  
 ………………………………………………………………………………………………………………………………………………………….……..  
  
(Please give as much detail as possible, including copies of official work schedules etc.)  

  
Signed ………………………………………………………….………………………...  

(parent/carer)    

  
 Date:…………………                              

  
Name of parent/carer ……………………………………………………………………………………  

 

This form must be completed and returned to the office at Ewyas Harold Primary School no less than two 

weeks before the planned absence.  

  

Ewyas Harold 

HEREFORD  

HR2 0EY 

Head:  Mr R Foster 

EWYAS HAROLD PRIMARY SCHOOL 

Phone: 01981 240432 

E-mail: admin@ewyas-harold.hereford.sch.uk 

Website: www.ewyas-harold.hereford.sch.uk 



 
 
 
 
 
 
 
Absence from school Request Form-Accompanying notes  

Ewyas Harold has a statutory obligation to monitor attendance and report on it to the Department for 

Education.  The minimum attendance level expected is 95%; the expectation for Outstanding schools is 

98%+.  Absence from school can seriously disrupt your child’s learning.  Not only do they miss the teaching 

provided on the days they are away but they also have to simultaneously catch up and keep up on their 

return.  This leads to a risk of underachievement which together we should be trying to avoid.  

10 days of absence from school means 50 missed lessons and an otherwise 100% attendance record will 

drop to 94.7% over an academic year.   

Therefore, and in accordance with the local authority's policy on attendance, we will not ordinarily 

authorise an absence for any holiday taken during term time.   

We may consider authorising an absence for holiday during term time if there are very exceptional 

circumstances. Examples of exceptional circumstances include:   

• time taken after a traumatic event e.g. a family bereavement  

• Specific personal or family circumstances which make absence unavoidable.  

We will not normally authorise holidays that are taken because of cost.  

Any intended absence should be discussed with the Executive Head or Head Teacher 

If a pupil has more than 5 days (per year) unauthorised absence it will be automatically referred and a penalty notice 
will be issued.  (The fine could be £60 per child, per parent). 
 
 

 
 
 
…………………………………………………………………… Headteacher 
 
Date ……………………………………………… 
 
 
…………..…….....DAYS AUTHORISED ………………………DAYS UNAUTHORISED 
 

 
 
 

 


