APPLICATION FOR AUTHORISED ABSENCE 

Please note:

1. Pupils attend school for a maximum of 190 days each academic year.  Full attendance is vital for your child’s educational progress.  The Local Authority expects all parents/carers to ensure that their child attends school whenever possible.  Absences due to holidays, taken during term time, could hinder academic achievement.

2. Regular attendance means that:

· Pupils can benefit from opportunities provided for them at school

· Pupils’ learning is uninterrupted

· Children can achieve the best results in a broad range of activities

· Relationships with teachers and friends are maintained and can grow

· Pupils are in a safe and encouraging environment.  

3. Absences allowed by law are:

· If a child is ill 

· If the school is closed

· If a child is observing a religious festival

4. Under the Education (Pupil Registration) Regulations 1995, absence for the purpose of holiday is only authorised if permission is requested in advance of the holiday.
5. Retrospective approval cannot be granted.

6. Failure to request permission for leave, or refusal to grant leave, will mean that the absence is unauthorised.  Schools are required to notify the DfES and Local Education Authority of all unauthorised absences.

7. Any absence from school is authorised solely at the discretion of the Headteacher, within the framework of current legislation and LEA policy.  Only in exceptional circumstances may the amount of leave granted exceed (in total) more than 10 school days in any one year.
8. No leave will be granted during September, as this is an important time for a child when settling in to a new academic year and class.

9. No leave will be granted during assessment weeks as notified by the school on an annual basis.

10. No leave will be granted in May for Year 6 children due to external SATs  testing.
11. Parents must make a case for leave of absence and each case will be considered on its individual merits.  When considering granting leave for holiday during the term, the school will consider:

· Child’s attendance record during the current academic year;

· The impact the absence will have on the child’s education;

· Family circumstances;

· Duration of the proposed trip;

· Whether the trip/event is rare.

12. If attendance falls below 80% for any child then the Headteacher is obliged to inform the Educational Social Worker.  

Please complete the attached form and return to school at least fourteen days before the proposed holiday.   
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APPLICATION FOR AUTHORISED ABSENCE

Name of Child:        
……………………………………………………………….
Name of Parent/Carer:   
……………………………………………………………….
Class Name/Teacher:     
……………………………………………………………….
	Date absence requested from:
	Date absence requested to:
	Length of absence (number of school days)

	
	
	


	Please give a reason for requesting absence during term time:

You must give a detailed reason for requesting leave of absence – ‘holiday’ is not sufficient.  


Signature of Parent/Carer: ……………………………………………..  Date: …………………

Thank you for completing this form.  Please return to the school office for authorisation at least fourteen days before the proposed holiday.
FOR OFFICE USE

	
	% Percentage attendance for current academic year

	
	Previous number of sessions of authorised absence for current academic year

	
	Previous number of sessions of unauthorised absence for current academic year


            2 sessions = 1 day
Dear ………………………………………..

Name of Child………………………………………………
Class…………………………

 FORMCHECKBOX 
  I am able to grant this request for leave of absence as authorised absence from:
…………………………………. to …………………………….

 FORMCHECKBOX 
  I am unable to grant this request because:  

Yours sincerely,
Kristen Fawcett

Mr Kristen Fawcett
Headteacher 

