[image: ]Lower School
Darwin Lane
Sheffield
S10 5RG
t: 0114 2682477
Upper School
Glossop Road
Sheffield
S10 2PW
t: 0114 2662518
w: kes.sheffield.sch.uk
e: office@kes.sheffield.sch.uk


King Edward VII
School

Headteacher – Linda Gooden 
BA MEd NPQH







facebook.com/kessheffield
bsky.app/profile/kessheffield.bsky.social




	
	
	



September 2025

Dear Parent/Guardian							

LEAVE OF ABSENCE FORM

Please read this letter before filling in the top of the form on the reverse and returning it to School.

As I am sure you appreciate, regular School attendance is essential for students to
maximise their educational opportunities.  Interruptions in attendance disrupt students’ education, making it difficult for them to catch up on missed work and feel settled and involved in School.  It is the School’s responsibility to provide the best education possible.  We can only do this if our students attend regularly.

The Government’s guidance states that in exceptional circumstances the Headteacher may consider giving permission for a student to be absent from School for a maximum of ten days in a School year.

Government guidance states that permission will not be granted if:
· the student is due to take a public examination during the absence period
· the absence request is during the first two weeks of September in a new academic year

Please also note the following:
· any request must be on the form on the reverse
· the form must be handed in at least two weeks in advance
· any approval will be given in writing
· if your child fails to return to School after ten days following the agreed return date, their name will be removed from the School roll

	If parents/carers choose to take their children out of School during term time for five or more consecutive School days (spanning over holiday periods, inset days or weekends would constitute consecutive School days, and this is not authorised by the School, the School are expected to request the Local Authority issue a Fixed Penalty Notice of £160 (if paid between 21 and 28 days) this is reduced to £80 (if paid within 21 days).  Each parent/carer can be issued with a penalty notice for each child.

Thank you in anticipation of your co-operation.

Yours sincerely

Ms L Gooden
Headteacher
	Name of Pupils at this school: 


Sibling in other schools: 
(name, dob, name of school)



Current address:



	(please ensure school have correct details for all parents/carers)                 Name of Parent/Carer 1: 

D.o.b:

Name of Parent/Carer 2:

D.o.b:


Address of parent 2 if different to that on the left:


	Dates of leave:    From                                   To              


	What is the notification for?

Exceptional leave during term time:    yes/no 
(if yes please attach additional information/evidence to support your circumstances)

Holiday in term time:  yes /no


	Where will you be staying/visiting during the leave period?  
If staying with friends/relatives, please provide the full address and Emergency Contact Details (UK and Abroad). If taking a holiday, please provide the region and country of travel.

UK:

Abroad: 

	· I confirm that the information on this form is true
· I agree to keep the school informed of any changes to my travel arrangements or if my child is unable to return to school on to due date
· I am aware that if my child does not return to school by the date provided that he/she is at risk of losing their place at this school
· I am aware that I will be fined and/or prosecuted for any time which my child is absent from school that has not been authorised by the headteacher. 

	Signed by parent/carer:


	Print name & relationship to child:
	Date:

	For school use only
	Date request received           /           /        

	Has the notification been considered by the headteacher? Y/N
Has the notification been discussed with the parent/carer?  Y/N  Date: …………….

No of days Authorised ………  No of days Unauthorised ………….

Date of decision letter sent to parent/carer (only if leave is to be granted):

	Is	If unauthorised leave is taken this case complies with Penalty Notice criteria, please forward to Attendance Legal Team via Anycomm’s along with HTC, Pupil/student attendance register.

	Name of school:


	Headteacher’s signature:


	Date:


Notification of Term Time Leave (one form per family) 
Before completing this form, please ensure you have understood school’s policy for term time leave
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