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Leave of Absence During Term Time (for exceptional circumstances)

Dear Parent/Carer,
At Wolgarston High School we recognise and celebrate students who represent teams, organisations, or participate in significant events outside of school. However, attendance at school remains a legal requirement, and requests for absence must be carefully considered in line with Department for Education (DfE) guidance and safeguarding responsibilities.
Department for Education Guidance
The Department for Education states that headteachers may only grant leave of absence during term time in exceptional circumstances. Each request must be considered individually, taking into account the specific facts and context. There is no automatic entitlement to absence for participation in sporting or other events.
Safeguarding Responsibilities (Keeping Children Safe in Education)
In accordance with Keeping Children Safe in Education, the school has a statutory duty to safeguard and promote the welfare of children. We must be assured that students are safe, supervised by appropriate adults, and that clear lines of responsibility and contact are in place throughout the period of absence.
Attendance Coding
Where absence is authorised, the appropriate authorised absence code will be used. Where requests do not meet the criteria, or insufficient evidence is provided, the absence will be recorded as unauthorised. Unauthorised absence may lead to further action in line with Local Authority procedures.
School Position
Wolgarston High School supports students in their wider achievements but must prioritise attendance, safeguarding, and academic progress. Absence will only be authorised where full information is provided, safeguarding assurances are clear, and the circumstances are deemed exceptional.
Notice Period Requirement
All requests must be submitted at least two weeks in advance. Requests submitted with less notice may not be authorised due to the time required to complete safeguarding checks and staffing capacity.
Application Process
Parents/carers must complete the request form in full and provide supporting evidence in the form of an official letter on headed paper or an email from the organising body. Incomplete applications will not be considered.

You will be notified of the outcome of your request in writing by the school once it has been fully considered.

Yours sincerely,

Carly Watson
Assistant Headteacher 
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Leave of Absence During Term Time (for exceptional circumstances only)
Parent Request Form
Student Name: _____________________________________________________________________________________
Year Group: ________________________________________________________________________________________
House Group: ______________________________________________________________________________________
Tutor Group: _______________________________________________________________________________________
Event Name: ________________________________________________________________________________________
Type of Activity: ____________________________________________________________________________________
Event Date: __________________________________________________________________________________________
Date(s) of Absence: _________________________________________________________________________________
Location (full address): _____________________________________________________________________________
_________________________________________________________________________________________________________
Organisation/Team: ________________________________________________________________________________
Organisations Safeguarding Lead Name: ___________________________________________________________
Role of Safeguarding Lead: __________________________________________________________________________
Contact Number for safeguarding lead: ____________________________________________________________
Email Address for safeguarding lead: _______________________________________________________________
Will parent/carer be in attendance? Yes / No
If no, supervising adult: ______________________________________________________________________________
Supporting evidence attached: Yes / No
Submitted at least 2 weeks in advance: Yes / No
Parent Name: _________________________________________________________________________________________
Signature: _____________________________________________________________________________________________
Date: ___________________________________________________________________________________________________

School Administrative Section
Request received date: ___________________________________________
Checklist:
☐ Form fully completed
☐ Supporting evidence provided (letter/email)
☐ Minimum 2 weeks notice met
☐ Safeguarding information complete
☐ Supervision arrangements clear
Seen by Attendance Officer: _________________________________________________________________________
Date: __________________________
Discussed with Assistant Headteacher/Headteacher: ____________________________________________
Date: ___________________________________________
Decision: Authorised / Not Authorised
Reason (if not authorised): _________________________________________________________________________
Staff Name: ____________________________________________________________________________________________
Signature: _____________________________________________________________________________________________
Date: _________________________________________________________________________________________________________
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