
 
 

All requests for leave will NOT be authorised. 
An exceptional circumstance may be considered by the Head teacher with 

supporting evidence being provided. 
 

 

 
 
 

Has a request for leave been made 
including the reason why? 
(at least 3 weeks in advance) 

 

 

 Yes   No  

Have you provided the required 

supporting documents? 

Leave will be rejected by the 

Head Teacher 

 No  

Referral for a penalty 

Notice to the Local 

authority. 

 Yes 

 Is there an 

exceptional 

Circumstance?  

 Is the leave for 

a family holiday?  

Yes    No  

Leave will be rejected by the 

Head Teacher. 

 Yes  No  

Request for leave may be 

authorised by the Head Teacher 

however this may not be the 

whole duration requested.  


