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Absence During Term-Time 
 
Parents and carers have a legal duty to ensure that children of school age are in full-
time education suitable to their age, ability, aptitude and any special needs.  With 
effect from 1 September 2013 the Government implemented changes to the 
Regulations governing leave of absence of children from schools during term-time.   
 
Every school is required to maintain a register of each child’s attendance, which must 
be completed twice daily during term-time.  Any child who is absent from School 
without prior permission at the time the register closes has to be recorded as being 
‘absent’ and that absence as ‘unauthorised’.   
 
We are required to report data from our attendance register three times each year to 
the Department for Education.  Attendance records are also reviewed as part of 
Ofsted inspections. 
 
We recognise that there may be justifiable reasons why a child is absent, for 
example, for sickness, or a particular occasion recognised as a religious festival by a 
faith organisation.   
 
We expect that parents/ carers can anticipate most requests for absence in advance.  
  
Where absence is unforeseeable, for example, because of sickness, it is expected 
that on every day of absence a parent or carer will contact the School before the 
Register closes to explain why a child is absent; genuine absence for sickness is not 
classified as ‘unauthorised’ provided it is notified prior to the Register closing.  Only 
very exceptionally may there be a legitimate reason why School is not contacted until 
after the Register closes.   
 
Any request for permission for a child to be absent from the School must be made to 
the Head teacher, in writing, in advance and where possible no fewer than 10 school 
days before the date on which leave is sought (or the first day of absence if more 
than one day’s leave is being requested).  
 
Permission for authorised absence is not granted as of right.   
 
The new Regulations are more stringent than those they amend.  The only ground on 
which a Head teacher is permitted to grant a request for authorised absence is where 
there exist ‘exceptional circumstances’ for doing so.  The Head teacher determines 
how many days’ absence are authorised, if any; the Head teacher may authorise 
fewer than the number of days requested.  
 
The provision contained in the previous Regulations allowing Head teachers to 
authorise absence for family holidays of up to 10 school days per academic year is 
removed.  For the avoidance of doubt, we consider that the Regulations intend that 
family holidays are no longer within the scope of the absence a Head teacher may 
authorise. 
 
The Regulations also reduce the number of days for which absence can be 
authorised for ‘exceptional circumstances’ in any academic year, from 10 days (20 
sessions) to 5 days (10 sessions).  No absence can be authorised above 10 
sessions per year.  As above, sickness, religious holidays, etc., will not count 
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towards that limit provided absence is approved in advance or, where unforeseeable 
is notified to School before the Register closes.   
 
‘Exceptional circumstances’ are not defined in the Regulations and will be considered 
on a case-by-case basis, but may include, for example, bereavement;  certain 
medical or dental appointments (not associated with sickness and which cannot be 
arranged to take place within school holidays);  junior school open/ assessment 
days. 
 
Each local authority – in our case, Surrey County Council – has a legal responsibility 
to ensure that parents of children at all schools within its area of responsibility fulfil 
their legal duty to their children.  Parents who fail to ensure their children receive a 
full-time education may be committing a criminal offence and the Council has a 
statutory duty then to consider taking legal action to enforce attendance.   
 
Legal action may involve issuing a fixed penalty notice, prosecution or applying for 
an Education Supervision Order.  Enforcement action may be taken against each 
parent separately and in respect of each child affected.   
 
A fixed penalty charge is currently set by law at £60 per parent per child if settled 
within 21 days, rising to £120 per parent per child if paid after 21 days but within 28 
days. 
 
A Head teacher (or appointed deputy) may issue a fixed penalty notice.  For the time 
being, however, the Governors are agreed that any unauthorised absences will be 
reported to the Inclusion Service at Surrey County Council to enable the Council to 
fulfil its statutory duty:  any decision on enforcement action will therefore rest with 
Surrey County Council.  Parents should note that the Council is on record as 
advising that school holidays are published well in advance and parents and carers 
are expected to observe those dates and to plan accordingly to avoid disrupting their 
own and other children’s education.  
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