
 
 
 
 
20th December 2013 
 
 
 
Dear Parent(s) /Carer(s) 
 

Leave of Absence for Students during Term Time (2013 – 2014) 
 
You will recall receiving a letter in July 2013, regarding new legislation on holiday absence for 
students in term time.  Headteachers had been directed, from 1st September 2013, to record any 
holiday absence as ‘Unauthorised.’ 
 
During the first term of this academic year at St. Michael’s Catholic Academy, however, it was agreed 
that parents who could provide evidence that their holiday had been booked prior to the letter being 
issued in July, had their child’s holiday absence ‘Authorised’.  Any other student absence requested, 
and considered to be an exceptional circumstance by the Head of School, Mr Ramsey, was also 
‘Authorised’. 
 
You need now to be aware, however, that from 1st January 2014, the Head of School will not be able 
to grant any leave of absence during term time unless there are exceptional circumstances.  
 
If you wish to make an application for your child’s term time leave of absence you must complete an 
application form which can be requested from school reception. The application form asks you to 
outline the reasons why you feel your application for leave of absence during term time should be 
regarded as ‘exceptional.’ Following the submission of your application, you will be notified as soon 
as possible of the School’s decision. 
 
Parents/Carers should also be aware that if their child takes leave of absence during term time 
without having made a prior application to the school, or if an application has been made, but the 
requested leave of absence is not agreed, and the child is still taken out of school, the absence will 
be recorded as ‘Unauthorised’. Similarly, if the child is away from school for longer than agreed, the 
excess absence will be recorded as ‘Unauthorised’. 
 
If you would like clarification of the contents of this letter please do not hesitate to contact either 
myself or Mrs Hunt (Vice Principal) who will be only too pleased to be of assistance.  
 
In the meantime, I would like to thank you for your continued support, as we strive together, to secure 
the best for your child. 
 
Yours sincerely 

 
Andrew Ramsey 
Head of School 


