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Dear Parent / Carer 
 

Re: Term-time leave of absence 
 
I am writing to clarify the procedure for requesting time off for your child during term time. 
 
What does the law say? 
The government changed the rules on term-time absence in 2013. Under the new rules, you 
can only allow your child to miss school if: 

 He or she is too ill to go in 
 You’ve got advance permission from the school  

 
How do I request permission for an absence? 
You must submit a request to the school before you arrange for your child to have time 
away. 
 
If you wish to take your child out of school during term time, you should speak to your child’s 
Leader of Learning and submit a formal request to the Headteacher via the school office at 
businessteam@nhoe.org.uk. The Headteacher will then consider whether to give 
permission for the absence. 
 

What should I write to request a term-time holiday? 
Please email businessteam@nhoe.org.uk with the subject “Request for term-time leave 
of absence”. 
 
Write to the Headteacher stating: 

 the name of your child 
 what you are requesting the leave of absence for 
 when the leave of absence will start 
 how many days you are requesting 
 why you think it should be considered as ‘exceptional circumstances’ (see below) 

 
Requests should be made at least 10 days prior to the requested absence start date. 
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When will absence requests be granted? 
Permission for absence will only be granted in exceptional circumstances. The 
Headteacher will consider each absence request individually and decide whether to grant 
the absence. The Headteacher will also decide how many days your child can be away from 
school if the absence is granted. 
 

Exceptional circumstances 
It is at the school’s discretion to decide which circumstances are ‘exceptional’. Examples 
of circumstances that are not exceptional may include: 

 Cheap holidays or holidays that have already been paid for 
 Absence that coincides with important school events such as the start of term or 

exams 
 
Approved circumstances are likely to relate to the child’s mental or physical health 
condition. 

 
What if I take my child on an unauthorised absence? 
If you take your child out of school without advance permission (except where he or she is 
unwell), the absence will be marked as unauthorised.  
 
As our pupils have medical or mental health conditions preventing them from attending their 
usual school full time, we would not usually recommend fixed penalty notices (fines) or 
parenting orders, education supervision orders or school attendance orders. However, we 
will work with your child’s home school to decide if our setting remains the most appropriate 
to meet your child's needs, and whether a referral to a different setting or a return to school 
would be more successful. 
 

Where can I get more information? 
You can find out more about the rules around term-time absence in the following 
sources: 

 School attendance and absence: overview, GOV.UK https://www.gov.uk/school-
attendance-absence/overview  

 The Education (Pupil Registration) (England) (Amendment) Regulations 2013: 
regulation 2, legislation.gov.uk 
http://www.legislation.gov.uk/uksi/2013/756/regulation/2/made  

 Our school’s attendance policy https://nhoe.org.uk/wp-
content/uploads/2021/10/TSP-Attendance-policy-.pdf  

 
Yours faithfully 

 

James Shryane 
Headteacher 
Hospital and Outreach Education  
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