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REQUEST FOR ABSENCE FROM SCHOOL DURING TERM TIME

Please do not ask for leave of absence in term time if you can possibly avoid it. Before completing the form, please read the information overleaf. 

Absence from school can seriously disrupt your child’s learning 

· they miss the teaching provided on the day

· they are less prepared for lessons upon their return

· there is a consequent risk of underachievement

There is a clear link between attendance and achievement. Leave of absence may therefore be refused if it is felt to be detrimental to your child’s education. More information is shown overleaf.

This form must be completed and returned to school no less than 2 weeks prior to the planned absence. You can complete one form for all of your children.
To be completed by the Parent:

Child’s name …………………………………………………….                 Class …………………

Inclusive dates of absence from…………………….….to ……………………………….…..

Number of school days that your child will be absent from school …………………

Detail the exceptional circumstance for which you are requesting leave of absence. If holiday, state destination. …………………………………………………………………………………………

………………………………………………………………………………………………………..…….

………………………………………………………………………………………………………………
Signed………………………………(Parent/Carers making application)
Print Name: ………………………………………………….
Relationship to child …………………….

Date ………………………………..

To be completed by the Head of School:

Child’s current attendance %

Leave of absence granted 

or

The request does/does not meet the criteria for ‘exceptional circumstances’. Leave of absence refused.  

Signed …………………………………………(Head of School) ………………….…(Date)

This form is to be used if you wish to apply for permission to take your child on holiday during term time, you must complete this two weeks prior to the absence and return the form to the Headteacher, via the school office.
The law says that:

· Parents of children of compulsory school age are required to ensure that their children receive suitable full-time education

· Local Authorities must ensure that parents fulfil their legal obligations regarding their children’s education

· Schools must allow the LA to inspect their registers

· Schools must report to the LA on (most) pupil absences that are not authorised.  Gloucestershire’s penalty notice code of practice allows school to notify the LA of any pupil having more than 5 days (10 sessions) of unauthorised absence in a thirteen-week period particularly when this absence is on account of:

(a) Lateness after registration (b) Term time holidays without permission (c) Avoidable absence eg: visiting relatives, birthday treats, tiredness after a late night etc..

The school’s Attendance Policy details the responsibilities of the school and parents with regard to promoting and ensuring excellent attendance.  It is the parent’s responsibility to ensure that their child attends school regularly and is punctual. Legally absence has to be recorded as either authorised or unauthorised and reported to the LA and Dfe.  Only the Headteacher can decide whether an absence is authorised or not and does not have to accept the reasons given by a parent or carer.

Authorised absence-This is when a pupil-

· is absent with the prior permission of the school

· is too unwell to attend school or is attending a medical or dental appointment

· is away for a day set aside by their parent’s religion for religious observance

· has suffered a family bereavement

· has been suspended

Unauthorised absence-This is when a pupil-

· is absent and no explanation or an unacceptable explanation is offered
· arrives after registration period has closed with an acceptable reason

· is away from school on a family holiday for a period not previously agreed with the Headteacher

Time off in term time is not a right.  School have the discretion to allow up to 10 days absence in a school year for a family holiday if it is felt it is warranted ie:under exceptional circumstances. Very occasionally the school will consider granting permission for extended leave ie:more than 10 days in one school year.

Holidays which are taken for the following reasons will not be authorised-:

· availability of cheap holidays

· availability of desired accommodation

· occasional days out

· overlaps with the beginning or end of terms/long weekends

· birthday or anniversary

· visiting relatives or relatives visiting

Each request for holiday will be assessed on an individual basis and consideration will be given to the pupils age and general attendance record. The Headteacher will only be able to grant permission in accordance with arrangements made by the governing body of the school (DCSF: education Regulations 1981).

Permission will not be given for holidays over exam times (May) or the first two weeks of the new school year and no more than 10 school days will be allowed unless exceptional circumstances.

In the case of an unauthorised leave of absence the Headteacher may request the Local Authority issue a fixed penalty notice without further warning to the parent.  Note that such a penalty is issued to each parent for each child taken out of school.  A Penalty notice is a fine of £60 if paid within the first 21 days which increases to £120 if paid between 21 and 28 days.  Thereafter, if the penalty remains unpaid this may lead to prosecution through the Magistrates court. 
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