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Monday 12th January  
 
Dear Parents and Carers, 
 
RE: Term Time Absence Requests and Reporting Absence  
 
As we move into the time of year when many families begin planning holidays and trips, we would like to take this 
opportunity to remind you about our expectations regarding holidays during term time. 
 
Please ensure that any family holidays are booked within the published school holiday dates. Government guidance is 
clear that holidays taken during term time can only be authorised in exceptional circumstances, and these must be 
agreed with the school in advance by completing an absence request form 6 weeks in advance which will then be 
reviewed by the headteacher and a decision shared. 
 
Holidays taken without authorisation will be recorded as unauthorised absences and may result in a fixed penalty 
notice (fine). More importantly, time away from school can have a significant impact on your child’s learning, 
progress, and confidence—particularly at primary age, when routines and continuity are so important.  
 
Before confirming any bookings, we strongly encourage you to check our school term dates here: Holmer CofE 
Academy - Diary Dates This the easiest way to avoid any difficulties or unnecessary stress later. 
 
If you believe your circumstances may be exceptional, please contact the school as early as possible so we can discuss 
this with you. 
 
Reporting your child’s absence: 
Please may we take this opportunity to remind you that any pupil’s unplanned absence must be communicated to the 
school along with the reason for the absence on the first day of an unplanned absence by 9am or as soon as 
practically possible, by calling the school office staff, who can be contacted via admin@holmer.hereford.sch.uk. We 
are now able to accept pupil’s unplanned absence notifications via their arbour app – although sufficient detail and 
reason should be given when choosing this method of communication. As always, the school office is contactable via 
telephone too on 01432 273301.  
 
For further information, please refer to our School Attendance Policy available on our website. attendance-policy-
june-2025.pdf 
 
Thank you for your continued support in helping us ensure the best possible education for all our pupils. 
 
Kind regards, 
 
Mrs Thomas and Mrs Anderson 
(Attendance Team) 
 
Useful Links 

 Absence Request Form absence-request-form-holmer-academy.docx 
 Absence request forms should be returned to: absencerequests@holmer.hereford.sch.uk.  
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