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Name: 

 

  

Class: 

Sibling(s): 

 

  

Class: 

Names of sibling(s) attending any other schools (including school name): 

FROM (date): 

  

TO (date): 

For the following reason: 

  

  

  

I/We are requesting permission to take exceptional leave of absence for 

the child/children named below: 

Parent/Carer Name : 

  

Parent/Carer Signature: 

Parent/Carer Name: 

  

Parent/Carer Signature: 

Date: Date: 

FOR OFFICE USE: 

UNAUTHORISED                                                   AUTHORISED 

I/We have read the information provided within this leave during term 

time request form, including the National Framework for Penalty Notices. 

I/We still wish to pursue this request. 
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REQUEST FOR LEAVE OF ABSENCE  DURING THE SCHOOL TERM 

(Updated August 2024) 

Regular school attendance is not merely a requirement but a fundamental pillar of education. 
It plays a pivotal role in shaping academic success, personal growth, and future prospects. 

There is clear evidence that absence can have an impact upon a child’s academic and social 
development. It is important that children have regular, uninterrupted school attendance and 
here at Corby business academy we expect pupils to attend school on every day possible, un-

less there are exceptional or unavoidable circumstances. 

In line with the ‘Working Together to Improve School Attendance’ statutory guidance, The 
Department for Education states that a holiday or leave of absence for leisure and recreation 
would not constitute as an exceptional circumstance for leave during term time. Absences of 

this nature will therefore be unauthorised. 

We also request that where possible, all dental/medical/optician appointments are made out-
side of school hours. Should this not be possible, please strive to provide evidence of the medi-

cal appointment via our Main Office staff or Wellbeing Team in order for the absence to be 
authorised.  

The National Framework for Penalty Notices introduced by the Department for Education 
came into effect from the 19th August 2024. Full information of this framework is included 

overleaf. 

Should you still wish to request a leave of absence for your child, please ensure that all of the 
required information within this form (overleaf) is clearly provided and this is returned to 

[LOCATION e.g. Main Reception] prior to the planned period of leave. 

Please note that if your child’s return to school is going to be delayed, communication must be 
made at the earliest opportunity. 

Should you require any further information or clarity in relation to leave during term time ab-
sence, please consult the Local Authority Code of Conduct document: [INSERT LINK]. 

The Department for Education ‘Working Together to Improve School Attendance’ statutory 
guidance can also be found here: [INSERT LINK]. 
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