
 
Notes for Absence Requests 

 

We hope the information below will be helpful for parents considering keeping their children off school – 

particularly for term time holidays. 

 
The law does not grant parents an automatic right to authorised leave if they take their child out of school during term time. Permission 

must be sought in advance and in order for the absence to be deemed ‘authorised’ there must be evidence of ‘exceptional’ 

circumstances provided to the school. If this is aligned with the guidance below then the absence can be authorised. If not, then any 

absence accrued will be unauthorised and may put parents in line for a penalty or fine. 

 

Guidance to Headteachers on ‘authorised’ absence in schools 

 
Term times are for education. This is the priority. Parents should consider learning that will be missed. Children and families have 175 

days off school to spend time together, including weekends and school holidays. Heads will rightly prioritise attendance. The default 

school policy should be that absences will not be granted during term time and will only be authorised in exceptional circumstances. 

 

 If an event can reasonably be scheduled outside of term time then it would not be normal to authorise absence. 

 Absence during term time for holidays/vacations is therefore not considered an exceptional circumstance. 

 Absences to visit family members are also not normally granted during term time if they could be scheduled for holiday 

periods or outside school hours.  

 Absence for a bereavement of a close family member is usually considered an exceptional circumstance but for the funeral 

service only, not extended leave. 

 Absences for important religious observances are often taken into account but only for the ceremony and travelling time, not 

extended leave. This is intended for one off situations rather than regular or recurring events. 

 Schools may wish to take the needs of the families of service personnel into account if they are returning from long 

operational tours that prevent contact during scheduled holiday time. 

 Families may need time together to recover from trauma or crisis. 

 It is acceptable to take a student’s previous record of attendance into account when making decisions. 

 It is important to note that head teachers can determine the length of the authorised absence as well as whether absence is 

authorised at all. 

 A pupil should have 5 school days (10 sessions) lost to unauthorised absence during the current term to be considered for a 

penalty notice. 

 
The Facts The Law 

We recognise that it is often expensive to take a holiday during 

school breaks and that is why some parents may ask for term time 

leave for their children. However, it is important that parents 

carefully consider the implications of taking their child out of 

school during term time. 

Research suggests that children who are taken out of school may 

never catch up on the course work they have missed. This may 

affect test results and can be particularly harmful if the child is 

studying for examinations. 

 

When the school refuses to authorise a request for term time leave 

and the child is still taken out of school, this will be recorded as 

unauthorised absence and may lead to a £60/120 fine per 

parent, for each child. 

The law does not say that parents have an automatic right to 

take their child out of school for holidays during term time. 

However, in exceptional circumstances school may authorise, in 

advance, requests for periods of leave.  

If a child then stays away from school for more than the 

authorised period this must be recorded as unauthorised absence 

and could be quoted in a prosecution for poor attendance. 

If the child is away from school for a total of 4 weeks or more, the 

school may have to take the child off roll unless there is a good 

reason for the continued absence, such as illness. In these 

circumstances it is up to the parent to inform the school as once 

removed from roll, there is no guarantee that the child will regain 

a place at the school. 

The Education (Pupil Registration) (England) (Amendment) 

Regulations 2013 came into force on the 1 September 2013. The 

amendments make it clear that Head Teachers may not grant 

any leave of absence during term time unless there are 

exceptional circumstances. Head Teachers should determine the 

number of school days a child can be away from school if the 

leave is granted. 

Holiday prices, and the fact that the parents have booked a 

holiday before checking with the school, are not exceptional 

circumstances. 

 

FAQ (with thanks to Martin Lewis, The money saving expert) 
 
What is a Penalty Notice? 
Penalty notices are fines that can be issued to parents by the Local Authority for their child’s irregular school attendance. The notice 

will state the fine payable and the timescales for doing so (if paid within 21 days £60/ £120 if paid within 28 days). All payments are 

made to the Local Authority.  

Penalty notices provide an alternative to prosecution and enable parents to discharge potential liability for conviction for an offence 

by paying the penalty. 

 

When can a penalty notice be issued? 
Parents of a registered pupil whose child fails to attend school regularly are committing an offence under section 444(1) Education Act 

1996. 

 



 Penalty notices can be issued where the school attendance policy contains reference to the school's use of PN's with regards 

to unauthorised absences and unauthorised holidays.  

 Penalty notices can be issued where parents have been given an opportunity to improve their child's attendance but failed 

to do so 

 Penalty notices can be issued in cases of leave taken in term time without school permission, or delayed return from a period 

of authorised leave without prior school permission 

 

Can I ever take my children out of school in term-time? 
Schools used to have the discretion to allow up to 10 days' term-time holiday each year in 'special circumstances'. The rules were 

tightened in September 2013 – now head teachers at state schools in England can only give permission for term-time absences in 

"exceptional circumstances". 

 

If I ignore the rules, what are the consequences? 
Head teachers have to report absences (authorised and unauthorised) to the local education authority (LEA). 

It's the LEA that can fine parents £60 for taking their child on holiday without permission. The fine's per child, per absence. 

The fine is an alternative to going to court, so you can't pay it and then decide you want to argue your case in front of a magistrate. 

The cash goes to LEAs to cover admin costs, but it's not actually ring-fenced and so could be spent on anything. 

 

What if I don't pay the fine?  
The £60 fine jumps to £120 if you fail to pay within 21 days of the fine being issued. If you don't pay within 28 days you can be taken to 

magistrates' court under the Education Act 1996. If found guilty you could end up with a criminal record and face a fine of up to 

£2,500, court costs or even a jail sentence of up to three months. 

Department for Education figures show councils dished out 222,904 fines for unauthorised holidays in the 2017/18 school year, up by 

about 107,000 on 2016/17 figures. 

 

The hike in holiday costs must be more than £60 – can't I just take the hit?  
That's for you to weigh up.  

Be aware though that these aren't just rules, this is law. The fine is a penalty notice issued as an alternative to prosecution – in theory, 

the LEA could skip the fine and prosecute you straightaway, which could mean much higher financial penalties and a criminal record. 

 

Are there any educational consequences to taking my child out during term time?  
The Department for Education is adamant that there are. It says: "High-quality education and pastoral care will make a real difference 

to children's life chances.”  

 

The bottom line for holidays in term time is that you must apply for leave of absence. 
If the school refuses your request and the child is still taken out of school, this will be recorded as an unauthorised absence and may 

make you liable to a £60/£120 fine, but only if your child has more than 10 sessions or 5 days of unauthorised absences. 

 

If you do not apply for leave of absence, then parents may be fined even if the absence is less than or equal to 10 sessions or 5 days. 

 

 

 

Please contact Mr Bird if you wish to discuss any of these issues. 

 
The law requires schools to be open to pupils for 190 days each year, and every day is important. Please help our pupils not to miss any 

of this valuable time. We hope that when you have read this leaflet you will consider that your child’s education is too important to 

take holidays during term time. 

 

 

The local authority have taken to court, parents of pupils at this school, who have not paid fixed penalty charges. These parents have 

generally been given conditional discharges and have been fined by the court. 
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