
Attendance Policy: Exceptional Circumstances Form 

Important Information 

Important Information  

Please be aware that parents have a legal duty to ensure that their children receive a 

suitable full time education through regular school attendance at school. (Section 7 

Education Act 1996) 

Please complete parts A and B 

Part A 

Child(ren)’s Name:  
 

Class: 

Child(ren)’s Name:  
 

Class: 

Child(ren)’s Name:  
 

Class: 

Date for which absence is requested:  
From (first day of absence)                                To (last day of absence)                                                              

Total number of school days missed:  
 

Part B 

When did you plan this absence? (Please evidence to show that it is an emergency e.g. 

booking details etc)           
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Why is this absence an exceptional circumstance? (Please provide supporting evidence 

such as medical appointment, death certificate etc)       

            

             

Please explain why this couldn’t be taken during the school holidays.   

             

Please tick statement below 

I have read the above information and am aware that the absence may be 

unauthorised and could result in a ‘Penalty Notice’.  

Signed:        (parent/carer) 

Name:         (please print)   Date:    

             

Part C- School Use Only Response from school (within 10 working days) 

Attendance summaries attached: Yes                   No  

Previously requested leave of absence:        Yes                     No 

Absence authorised:        Yes                               No 
Is further evidence needed? 
 
 

Fine to be issued in line with Borough Procedures: Yes                No 
 
Penalty Notice 1: (first request) (£80 if paid within 21 days, £160 within 28 days)  
 
Penalty Notice 2: (second request) (£160 within 28 days)  
 

Comment/Reason why not attendance is not authorised:  

 

      Does not met the criteria of exceptional circumstance 
       
      Attendance is currently below school threshold (97%) 
 

 

Signed:      (Head teacher)    Date:    

Additional Comments (if needed) 
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